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UCCS GROUP PROGRAM

DEFINITIONS AND CATEGORIES OF GROUP ACTIVITIES IN THE COUNSELING PROGRAM

The UCCS Group Program is designed to provide a variety of counseling and other groups as an integral part of the UCCS service menu. Research indicates that group counseling is as valuable as individual counseling. The choice of modality depends on the needs of the particular client, and one modality does not necessarily exclude the other.  The Group Program currently offers four kinds of group activities under the auspices of the Counseling Program. Group activities are classified by their mode of functioning, regardless of title, and include counseling groups (also called process groups), psychoeducational groups, support groups, and workshops. Paperwork requirements for each kind of group are specified in a later section entitled Counselor Responsibilities: Case notes and other paperwork.  UCCS defines these groups and workshops as follows. 

Counseling or process groups are psychotherapeutic groups, in which the focus of sessions varies according to the current needs of its participants. The assumption is made that members want to change something about themselves, as opposed to learning a skill.  Although some of these groups have an overall theme, the focus is shifting and the external structure is minimal. These groups usually contain an interpersonal learning component. The Women’s Personal Issues and the Understanding Self and Others groups are examples of UCCS counseling groups. Participants of counseling groups are considered clients of UCCS.  Folders are opened for them, with all of the counseling program’s usual initial paperwork and the Group Screening Form.  Facilitators are expected to write individual case notes for each client after every session.

Psychoeducational groups are more structured than counseling groups as defined above, but they are still considered psychotherapeutic groups.  Generally, each session is focused on a particular topic related to the general theme of the group. Group facilitators present didactic material and may lead experiential exercises related to the topic. Members are expected to participate in discussions about these topics, and discussion may extend to related topics. Sometimes the discussions elicit very personal disclosures. Typically, facilitators provide handouts, and they may assign homework.  Participants are considered clients.  Folders are opened and regular case notes are recorded for each member. 

Support groups are not intended to be counseling groups.  Members come together to offer one another their experiences and support around a particular theme. The Dissertation/Thesis Support Groups are examples of UCCS support groups. Less stringent rules apply regarding contact among participants outside of group. Support group members are not considered UCCS clients, but they are entered in Titanium and they complete a Group Screening Form. The facilitator(s) writes a single note for each group session, identifying members only by initials. Group screening notes may be written for individual members at the facilitator’s discretion.

Workshops are highly structured activities, often designed to teach specific skills. Although they may run for several sessions, they are not intended to be counseling groups.  The content of a workshop consists of didactic material, with discussion and experiential exercises focused on the topic being presented. The workshop leaders direct the interaction.  Personal self-disclosures are discouraged, except as specifically invited by the leader to further the learning experience. We do not discourage outside contact among workshop participants. Participants are not considered clients and we do not open folders for them. As with support groups, facilitators write a single note for each workshop session. Notes are not focused on individual participants. Group screening notes may be written for individual members at the facilitator’s discretion. The Assertive Communication Workshop is an example of a Counseling Program workshop (although this workshop could also be run as a psychoeducational group, in which case its members would register as clients and be encouraged to disclose on a more personal level.) 

As noted above, UCCS classifies group activities by mode of functioning and record keeping, not by title. For example, a three-session Women & Depression Workshop, despite its name and brevity, was classified as a psychoeducational group, not a workshop.  Because members of this group had at some time experienced significant depression, we took responsibility for them as clients and conformed to the psychoeducational group model, rather than to the workshop model.

The UCCS Career Development Program and the Student Academic Success Services may also offer groups and workshops.  Unless a group activity is co-sponsored by the Counseling Program, the other program’s definitions, policies, and procedures will apply.
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UCCS GROUP PROGRAM

GROUP INTAKE GUIDELINES

The following are not hard-and-fast rules about group membership, but they may offer some useful ideas when you are considering a group referral or evaluating an individual's appropriateness for a specific group.

I. THE GROUP

A. Composition –The composition of the group as a whole is an important consideration in forming a group. A successful counseling, or process, group requires a critical mass of members with adequate social skills.  It is difficult to do this kind of group with fewer than five or more than eight members, which is why we recommend these parameters for group size. In psychoeducational groups and workshops, size may be a less important variable and we permit flexibility at the upper limit. Section II, below, describes variables on which to evaluate an individual’s appropriateness for group.  It is best to have a mix of introverts and extraverts.
Ideally we aim for “the rule of two” when it comes to clients who are divergent from the rest of the group in some important aspect, such as race, religion, or sexual orientation.  However, a single member of a subgroup may do very well in group, and experience with diversity can be a valuable contribution to the majority group members.
Consider the intended duration of the group. If it is a brief group, it is important for group members to have some variable(s) in common to promote group identification and cohesiveness.  These variables can be demographic (age, gender, developmental level) or, more commonly, group focus (e.g., family of origin, body image, loss).  If the group is a longer-term process group, the importance of variables in common is reduced.  Evidence suggests that very heterogeneous groups are harder to get going, develop cohesiveness more slowly, and have more group turnover than homogeneous groups.  On the other hand, they tend to pursue issues more deeply in the long run and offer a greater opportunity for interpersonal learning.

B.  Structure-To what extent will the group be structured, either by the leaders or by the format of the group itself?   An unstructured group may provoke anxiety in both members and facilitators.  For that reason, individuals in less structured groups need to have good stress tolerance, a sense of personal responsibility, and an ability to tolerate ambiguity and delay gratification.

II. ASSESSING THE POTENTIAL MEMBER

A. Goals - Is the individual able to articulate goals that are consistent with the time limitations and the focus of the group?

B.  Motivation - Does the student want to change something about him- or herself?  Does she or he acknowledge the work involved in counseling? How well has the prospective group member followed through in other situations?  If the student has been seeing an individual counselor, is the client prompt and consistent with appointments?  Some facilitators schedule their own screening appointments and ask prospective group members to do a small assignment in preparation for the interview to test their motivation. 
C. Introspectiveness - This is most important in process groups.  To what extent is this person able to take responsibility for his or her current difficulties, as opposed to blaming others? If unable to accept this responsibility, the student will probably not be responsive to negative feedback from group members.  Is he or she capable of insightful comment during the interview (perhaps about potential difficulties in the group)? You might gently challenge the student (disagree, interrupt, etc.) to assess how the person might handle these sorts of events in the group. Exceptional denial and projection are contraindicators for participation in most groups.
D. Stress Tolerance - How has this person handled stress in the past?  Is there any history of acting out, such as drug/alcohol abuse, violence, or inappropriate, impulsive behaviors?  Ask some challenging questions (See C above.) Students with less stress tolerance should be referred to more structured groups and workshops.
E. Psychological history - It is essential to read the client’s initial paperwork, especially the Personal Concerns Checklist and the Group Screening Form before beginning the screening interview.  Does the individual acknowledge an extensive psychiatric history?  Is she or he currently on medication or in counseling? Extensive treatment can be indicative of an individual with a major psychiatric problem or a personality disorder, who may have difficulty in a group.  In some cases, requesting that the student take an MMPI-2 may be advisable. The screening interview should certainly explore prior/current therapy, including gains, blocks to progress, helpful elements, etc. Obtain permission to talk to current (and possibly past) providers before accepting the student into group. If the student is a UCCS client, review individual intake summaries, counseling notes, and assessment results, especially MMPI-2 results. Inform the student that individual and group counselors at UCCS review each other’s notes, in order to coordinate services. Sometimes a troubled client will do well in a group if referred for concurrent individual counseling or admitted after a period of individual counseling.
F. Relationship capacity - It is essential to consider this variable in screening members for counseling, or process, groups.  Does this person have any close, emotionally intimate friendships? Distinguish between lack of attachments and loneliness.  Is the student capable of being responsive and empathic to others in a group setting?  Can he or she give you some ideas about how others might respond or feel in certain situations? 
G. Current psychotic ideation, significant self-injurious behaviors, history of assaultive behavior, or significant current drug/alcohol abuse – These students are rarely appropriate for group and may not be appropriate clients for individual counseling at UCCS either. In this case, it is your responsibility to make a referral to an agency that provides service to this kind of client.

H. Personality disorders.  There should be some compelling reason for admitting a student with Borderline, Antisocial, or Narcissistic Personality Disorders to a UCCS group. Individuals with these kinds of problems may, however, function adequately in a group if they can limit the focus of their concerns, attend to others’ needs and concerns as necessitated by the group format, and if they have goals that are consistent with those of the group. 
I. Current/chronic crises - If a student is currently in crisis, postponing his or her joining group is usually best.  If the crises are chronic, (i.e. the person tends to live from crisis to crisis with little ability to evaluate potential outcomes or anticipate consequences) and more crisis services may be required than UCCS can reasonably provide, the student may not be appropriate for group or individual counseling at UCCS. (see G. above). In this case, it is your responsibility to refer her or him to a more appropriate service provider.
J. Attendance - Poor attendance disrupts groups.  If clients are not certain that they can attend regularly, it is best to postpone their joining a group until they can commit themselves to regular attendance. Student athletes or students in academic difficulty, for example, may have difficulty keeping a commitment to attendance.
 There are additional considerations in selecting members specifically for counseling, or process, groups. Research indicates that good outcome in group counseling is associated first and foremost with avoiding premature termination and with being liked by other group members.  These in turn depend on a participant’s desire and capacity to participate in the primary task of a counseling group, that is, creating a space that facilitates closeness, acceptance, self-reflection, and interpersonal honesty.  We do not need perfect members, but research indicates that successful participants in counseling groups usually have at least some of the following characteristics: 

1. Positive expectations for the group. These can be enhanced by the counselor’s enthusiasm in preparing members for participation in group.

2. Attraction to the group.  Cohesive groups have better outcomes.  Under most screening circumstances, this is best predicted by the counselor’s liking for the client and the client’s perceived liking for the counselor.  New members’ relationships with the group facilitators are often the sustaining factor that keeps them in group until they can connect with other group members.

3. Ability to take emotional risks.

4. A self-perception of needing to grow in understanding of self and/or others and motivation to achieve such growth.  Clients with obvious interpersonal problems for which they take some responsibility are ideal counseling group members. Fortunately for filling our groups, much of what brings people to counseling is either interpersonal in origin or in impact.  Many students can relate to loneliness, excessive competitiveness, shyness, excessive aggressiveness, social withdrawal, argumentativeness, intimacy problems, authority problems, or abrasiveness. Although clients may come in complaining about difficulties with parents, romantic partners, they can’t force others to change. We might, however, help them understand that they could benefit from hearing how others cope with these relationships. As facilitators, we want to individualize our preparation of group members to demonstrate how group counseling can help them with their particular interpersonal issues.  (Much of this paragraph was taken from Fenster, A. (1993).  Reflections on using group therapy as a treatment modality—why, how, for whom, and when: A guide to clinicians, supervisors, and instructors.  Group, 17, 84-100.)
III.  EXCLUSION CRITERIA
In some cases, referral to appropriate services outside UCCS may be indicated for new clients. Consider the following suggestions as general guidelines for when that option may be best. Some of these have been discussed in Section II, above, on assessing potential members  

A. Chronic crises/marginal functioning.

B. Significant self-injurious behaviors or current suicidal ideation.  (A group can often manage a member who expresses suicidal ideation in the course of the group’s lifetime, but an acutely suicidal client is not an appropriate new referral to outpatient group counseling.)
C. Clients in the midst of other acute situational crisis are not yet ready to benefit from group counseling and will consume too much group attention.

D. History of assaultive behavior.

E. Significant drug/alcohol abuse or active, extreme eating disorder.

F. Extensive psychiatric history, with the exception of students referred to the Students With Psychological Disabilities group, which UCCS cofacilitates with a staff member from Disability Services. 
G. Refusal to sign a release of information for previous counseling records.

H. Severe major depression or psychotic disorder with unwillingness to try medication or failure to respond to medication.
I. Severe Borderline, Antisocial, or Narcissistic Personality Disorder, or any other problem or symptom constellation that usually requires long-term therapy. 
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POLICIES REGARDING COUNSELOR RESPONSIBILITIES
The following sections summarize those UCCS policies that describe a group facilitator's responsibilities. The volume and detail of procedures may seem daunting, but many of the procedures are routine and soon become second nature.  In the meantime, these Group Policies and Procedures can serve as a reference work.  To help you learn them, some procedures are repeated under several headings, and reminders of several of the procedures are provided in the End of Semester Group Facilitators’ Checklist, which follows Policies Regarding Folder Processing for Group Clients. The Groups Coordinator will ask you to print a copy of this checklist for yourself near the end of each semester. Finally the Groups Coordinator will review many of these procedures with you and be available to answer questions.

Supervision: Interns and associate staff must receive supervision of their group work, unless they have previously completed a predoctoral internship at UCCS. The Groups Supervisor (Groups Coordinator) provides this for interns in a weekly supervision group. When a graduate student cofacilitates a group with a senior staff member, the senior staff member provides administrative supervision for that particular group. However, an intern is still expected to attend the weekly supervision group to present her or his work, provide input, and learn from others. Interns are expected to share the contents of discussions about their groups with their senior staff cofacilitators.  The Groups Supervisor coordinates with interns’ individual supervisors at monthly supervisors’ meetings convened by the Training Director.  Otherwise, the confidentiality of the supervision group is respected within limits similar to those of counseling sessions, and participants are expected to preserve that confidentiality. 

To make supervision helpful and effective, supervisees:

· Take responsibility for bringing up relevant issues

· Are prepared to discuss weaknesses as well as strengths

· Are willing to look at cofacilitator and group process issues, including their own roles in their groups, and

· Take the initiative to request individual supervision in crisis situations and sensitive 

situations.

If a member of any group makes a homicidal threat or seems to be seriously suicidal, the Groups Supervisor (Groups Coordinator) and Director should be informed, regardless of whether another senior staff member is cofacilitating that group.

Group screenings: One or, preferably, both facilitators must interview each applicant to a group prior to admitting that student to the group. We describe these meetings to students as ‘orientations’ and an opportunity to make sure that the group is a good fit for that student. Criteria for group membership are discussed under the previous Group Intake Guidelines.
Coordination with individual counselors: Some students are seen concurrently in group and individual counseling, and group facilitators and individual counselors at UCCS should regularly read each other’s case notes. In addition, they must verbally communicate any urgent concerns to one another. Group facilitators should write casenotes for clients seen concurrently in individual counseling promptly  before writing their other group notes, so that the notes are available to the individual counselor prior to his or her next session. A parallel responsibility exists for individual counselors to write casenotes promptly for their clients who are in group members.  Group and individual supervisors share in the responsibility of ensuring that pertinent information is available in a timely manner.
When an individual counselor has referred a student to your group, it is important to review that student’s client file, including any psychological testing, prior to the initial group screening interview. Ask the individual counselor to comment on any concerns you may have after reviewing the file. If you are in doubt during a screening interview, postpone the decision and consult with others who are involved in the client’s case. The costs of screening errors are potentially high to both individuals and group members. It is far easier for a student to hear in advance that your group is not a good fit than to be asked to withdraw from the group after attending group sessions. When you ask students to make a commitment to attend your group for a semester, they reasonably expect that you are making a commitment to them in return. In the unfortunate event that facilitators later find that withdrawal is in the best interests of a student and/or the group, a final decision should be made in consultation with the individual counselor and the Groups Supervisor. If the individual counselor is an intern, his or her supervisor will be invited, but not required, to participate 

Guidelines on number/type of groups: In general, interns should facilitate no more than two process groups during a semester. The Training Program encourages interns to facilitate groups that are sufficiently different to provide a broad base of training and experience. 

In projecting your time commitment for various groups, keep in mind that ongoing groups (e.g., Women’s Personal Issues, Women Over 30, and Understanding Self and Others) tend to be process-oriented.  These require at least a semester-long commitment from facilitators.  The commitment required for structured, time-limited groups and workshops, such as The Dance of Intimacy and Assertive Communication, is for the duration of the group or workshop. 

Documentation requirements (Also see Policies Regarding Processing Folders for Group Clients): If you are new to the UCCS Groups Program, you will probably find it helpful to assemble copies of the forms most frequently used in the Groups Program before reading this section on documentation. Most group forms are located in the copier room, above the supply cabinets and the interns’ group counseling manuals also contain samples of most.  
1. Group Update Form (white)

2. Group Screening Form (“gold”)

3. Attendance Sheet (white with a grid)

4. The Telephone Group Screening Form (included in this manual following “Case notes and other paperwork”).
All group screenings must be documented in client files, whether or not the client is accepted into the group. In Titanium, under Groups/Couples use “Group Screening” for the contact.  Group clients must give written permission to be videotaped.  You cannot record a group screening note until a student has been entered in Titanium.  If you schedule a screening by phone for a prospective client who has not yet completed this paperwork, call the front desk or records room and ask that they enter the student’s first and last name in Titanium. You can then write a group screening note and provide the records room with the required paperwork. On the appointment screen, indicate that the student needs to do paperwork on the Description line.  Be sure that the student understands that she or he must come in to do the intake paperwork prior to your appointment. 

There is currently redundancy in tracking group counseling contacts.  A group Attendance Sheet is to be maintained throughout the group and given to the Groups Coordinator at the termination of your group or end of the semester.  Start your attendance sheet with the first group screening and include all screenings, whether or not they join the group.  Prior to the first session, Room 301 must receive a list of group members’ names, group meeting time, and names of both cofacilitators, and this list must be kept current.  All contacts must be noted in Titanium.. Because group clients do not check in at the front desk, the responsibility for recording attendance rests with the group facilitators. No-shows and cancellations must also be recorded. 

At the termination of your group or just prior to the start of each semester, whichever comes first, report your student-contact hours to the Groups Coordinator on a copy of your attendance sheet.  These numbers are aggregated and used to assess the performance of the Group Program.  Student-contact hours are calculated from your attendance sheet as follows. 

· Adding vertically, tally the number of students who attended each session, each week.  Then total these sums across weeks.  E.g., 8, 7, 7, 8, 7, 8, 7, 8, 8 = 68 total client-sessions.

· Multiply this result by the length of your group sessions. E.g., for 1 ½-hour sessions, 68 total client-sessions x 1.5 = 102. (1¾-hour sessions are counted as two hours.) 

· Add one hour for each group screening that you did this semester. E.g., for 5 group screenings, 102 + 5 = 107.  The result is your total student-contact hours. (This procedure will be clearer when you have a completed attendance sheet at hand.)  

Please do the calculations at the bottom of the attendance sheet, and give your attendance sheet with this tally to the Groups Coordinator.
Case notes must be written after every group meeting.  If a crisis occurs in the group, notes should be recorded immediately after the session. Write an extended group “client note” for a student involved in a crisis.  For instance, it is advisable to document a suicide assessment in greater detail than is expected for the typical group case note.  Case notes are important for clinical as well as for record keeping reasons. These notes are often the only clinical information to which a future counselor will have access if the client returns or requests release of information. Group client notes are also one means of communication between the group and individual counselor. Interns should forward all group case notes to the administrative supervisor of that group for review after each session. Typically, Titanium will do this automatically, listing your note on the supervisor’s task list.  To insure the availability of folders for individual appointments, supervision, and for the next group, please write case notes within 24 hours of a group session.  

A brief summary of each participant’s group experience must be written when the client terminates membership in a group. If the client is continuing in individual counseling at UCCS, write a paragraph summarizing the client’s progress in group and his or her plans for continued counseling as a New Note, Individual Group Note. If the student has completed all counseling at UCCS, use the same Termination Summary Form that you would use to close an individual client’s file. 

The Groups page of the UCCS web site contains brief descriptions of all UCCS groups.  The Group Program also periodically briefs the counseling staff regarding group openings. In order for the Front Desk to respond to students’ interest in both Minneapolis and St. Paul groups, group facilitators must provide the Front Desk with regular updates regarding openings, screening procedures, time and days of meetings, and other basic information. A brief Group Update Form is used for this purpose, and a new one must be completed each semester, even if there have been no changes. Please also keep the Groups Coordinator informed of changes in the status of each of your groups. With rare exceptions, potential group participants must schedule a screening / ‘orientation’ interview with one or both of the group’s cofacilitators before being accepted for group membership.  Group facilitators should inform the Front Desk when their groups are full, so that further inquiries can be directed to the Groups Coordinator. 
Case notes and other paper work: Please ask the Groups Coordinator for clarification if you have questions about any of the following material.

1. Counseling (process) groups and psychoeducational groups.  Each client needs a client file, with the same initial paperwork as individual clients. The front desk will also ask group clients to complete a Group Screening Form at their initial appointment and will give them a copy of Some Guidelines for Group Members (or, alternatively, Support Group Guidelines).  Please discuss the contents of both of these forms with each client during the screening interview.  Write a brief summary of the screening interview for the client’s file, noting any significant history or concerns that you have about the client. Individual case notes (“Client Notes”) are required for each counseling group member for every group session.  These should ordinarily be completed within 24 hours. Facilitators keep a weekly attendance sheet, in addition to recording attendance in Titanium.  The group’s administrative supervisor must review and co-sign interns’ case notes. At the conclusion of the group or at the end of the semester (whichever comes first), give the Groups Coordinator a copy of your attendance sheet.

Please review your outlines and handouts for psychoeducational groups and workshops with the Groups Coordinator as you develop these and give her a copy of these at the conclusion of the group.  These will be shared with future UCCS group facilitators.
2.   Support groups. Support group screenings are scheduled like counseling groups in Titanium. Although support group members are not considered clients, they will have files in Titanium.. Initial support group paperwork consists only of the Client Information Form and the Group Screening Form. Write a single, brief note summarizing each group session, referring to individual members only by initials, if at all. If the student has not already completed the Group Screening Form in the waiting room, please complete it with each prospective member during your screening interview. (This form was developed for counseling groups and some questions can be omitted, at the discretion of the group’s cofacilitators.)  Note students’ responses, and follow up with requests for more information if they indicate that they have been in counseling, are taking medication, or previously have had a negative experience in group.  If the student has not yet received a copy of the Support Group Guidelines, please give her or him a copy of this handout and review its content with the student. This form is somewhat different from the Some Guidelines for Counseling Group Members.  Keep a weekly attendance sheet and give a copy to the Groups Coordinator at the end of the semester.  At the end of the group, or the end of the semester for ongoing groups, please give your attendance sheets to the Groups Coordinator.  
3. Workshops.  (This section refers only to Personal workshops in the Counseling Program.  Student Academic Success Services and Career workshops may require fewer screening procedures.)  Please have each participant complete a Group Screening Form at or before the workshop screening session, and follow up with requests for more information as described above under Support Groups. If the workshop meets more than twice, write a single, brief note summarizing each workshop session. After the final workshop session give your original attendance sheet, a copy of your outline, and a copy of any outline and handouts you used to the Groups Coordinator.  
Regardless of the format, facilitators must collect participant evaluations of groups and workshops at either their conclusion or at the end of the semester, whichever comes first. Different variations of the evaluation form are used for different kinds of group activities.

Procedure when a group is full or otherwise cannot accommodate a student: Sometimes a group facilitator has telephone contact with a prospective group member whom the facilitator’s group cannot accommodate.  At other times, a reading of a student’s file prior to the screening will alert you to an obstacle to participation in your group, necessitating your calling the student.  Keep a few copies of the Telephone Group Screening Form on hand to guide you through the following procedures. This form can also be helpful if you discover during the screening interview that the student cannot participate in your group.  If appropriate, tell the student about other groups that are open, and offer her or him the choice of (1) being placed on a waiting list to interview for your group, (2) applying to another UCCS group, or (3) being referred to individual counseling. If you are unsure which groups are currently taking new members, refer the student to the Groups Coordinator for this information (612-624-4815). If another group with openings interests the student, refer him or her to that facilitator for more information. A client who chooses to wait for a screening for your group should be offered the option of individual counseling during the wait and told how to obtain an intake appointment with a counselor. Also advise the student that crisis counseling is available at UCCS during business hours, should they need it.  Do not end your contact without offering an alternative counseling resource, regardless of how high functioning the person may sound on the phone. If the student does not appear to be appropriate for any group, handle the situation with sensitivity and refer the student to individual counseling at UCCS or to a more appropriate facility. Ordinarily this determination would not be made on the telephone.

A sample of the Telephone Group Screening Form is provided on the following page:
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TELEPHONE GROUP SCREENING FORM
To be sure that you don’t neglect something important when a student calls, please check off each task that applies, as you complete it.

· If there is an opening in your group: (If there is no opening, skip to “If you do NOT….” below.)


· Inform the student when your group meets and ask if that time would work.

· If so, inquire about the student’s major. If there is no problem on either count, schedule a group screening.

· If major is CSPP or another small program and you already have a member from that program in your group:

· Explain that we regret that for privacy reasons we cannot accept students who are likely to know each other and we suspect that this may be an issue for this student. If you are asked for clarification, previous examples of  boundaries problems  have included students who have lived on the same floor, those who have had a TA-student relationship, and students from the same small academic program.,  

· If the student cannot participate in your group for these or other reasons, 

· If you know of other group openings, ask the student if he or she would be interested in any of them and refer accordingly.

· If you do not know which groups have openings, refer the student to Linda Muldoon, 612-624-4815, for information.

· If the student is not interested in another group, inquire whether the student would like information about how to make an appointment with an individual counselor.

· If you do NOT have an opening in your group, follow the procedure above for offering alternatives. 
· Ask student if she or he would like to know about other groups that do have openings.  If so,

· Either refer the student to a group or, 

· Refer the student to Linda Muldoon at 612-624-4815 for information about openings, or

· If the student is not interested in another group, inform the student that we also have individual counseling and ask if she or he would like information about how to make an appointment with a counselor.  Also mention the availability of crisis services at UCCS.
· If the student seems to be in distress:

· Comment on your observation, and decide whether you yourself need to respond immediately, either on the phone or by scheduling the client into the next available WIC. 
· Otherwise, provide information about WIC, after-hours crisis information, and individual counseling.
8/08
SOME CONSIDERATIONS FOR SENIOR STAFF AND POSTDOCTORAL ASSOCIATES WHO COFACILITATE WITH INTERNS

Licensed Psychologists will serve as administrative supervisors in any groups that they cofacilitate with interns, and they must cosign interns’ group case notes.  When a group member is concurrently in individual counseling, these case notes should be given priority, so that they are available to individual counselors in time for their next sessions. In other ways, senior cofacilitators are asked to conceptualize their role as that of a mentor, rather than a supervisor.  They will exchange feedback, not evaluate their cofacilitators’ work. Interns will participate in weekly group supervision with the Groups Supervisor and will relay the contents of discussions about their groups to their senior cofacilitators. She is also available to senior staff for consultation. When the senior staff cofacilitator is not yet licensed, the Groups Coordinator will sign group case notes. 

Interns and the senior staff who cofacilitate with them must be conscious of the need to reinforce the credibility of interns’ leadership in their groups. Sometimes interns lack the confidence to respond as often and as spontaneously as more senior facilitators do. Furthermore, they must introduce themselves to the group as interns, which can establish a hierarchy of leadership in the minds of group members. Our role as mentoring cofacilitators is, not only to model good group skills and participate in processing group sessions, but also to give interns space and encouragement to test their group counseling wings. In order to provide interns the experience of truly cofacilitating groups at UCCS, the following suggestions are offered to senior counseling staff and postdoctoral associates.

1. When introducing yourself to the group, omit your title, years of experience, and other status indicators. You might say something like, “I’m Melissa Smith, and I’m one your cofacilitators in this group.”

2. When referring to leadership decisions, speak of  ‘we’, rather than ‘I.’ 

3. If your cofacilitator is in agreement, send email communications in both your names. (e.g., messages about schedule of meetings, inquiring about absences, etc.)

4. In your processing time, address differences in your activity levels and/or speed of response, and try to balance these. It usually requires effort on both parts to accomplish this. 

5. In early meetings, encourage your intern to start the check-in and to call time at the end of group. This signals the intern’s authority in the group.

6. At the first group meeting, arrange for the intern to address the group before you do and to lead introductions.

7. Present videotaping as something that all the group facilitators do.  Share responsibility for setting up and/or moving the video camera. 

8. The first step in establishing group cohesiveness is for members to bond with the facilitators. When preparing to start a new group together, do your first screening together, and continue to screen together whenever it is practical. Before the group holds its first meeting, you can use the group time you have reserved in your calendars to screen and plan together.  Group members tend to form an attachment to the person who screens them, and, if you can’t screen potential members together, it is preferable that this attachment be to the intern rather than to you, in order to strengthen the intern’s role in the group.

9. Share responsibility for writing case notes and keeping attendance. 

10. When you and your cofacilitator agree that he or she is ready, find an excuse to strategically absent yourself from group once, to signal the intern’s ability to do the job without you and to give the intern the experience of leading the group alone.
11. When an intern makes an error, help him or her to feel that mistakes are part of the normal learning experience by sharing some mistakes you may have made as a group facilitator.

12. Exchange feedback with your cofacilitator shortly before mid-semester, when there is still plenty of time to implement suggestions. The Groups Coordinator has a guide available for this exchange.

The Groups Coordinator is available to discuss cofacilitator teamwork or other group issues with senior staff and postdoctoral associates, as well as with interns.
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 POLICIES REGARDING PROCESSING FILES FOR GROUP CLIENTS

Procedures for processing files:

1. Group facilitators must provide the front desk with a Group Update Form, which lists basic information about the group that enables them to respond to students’ questions about each group. A new Group Update Form (white form) should be completed as early as possible prior to the beginning each semester. If necessary, the meeting day and time can be provided later. NOTE: When there are group openings, the counselor should inform both the Groups Coordinator and the Front Desk.

2. A student contacts the Front Desk, schedules a screening/orientation interview, completes all necessary UCCS intake and Group Screening forms, and receives a copy of the appropriate group guidelines prior to their screening interview. Ordinarily, current UCCS clients with existing files receive the guidelines and need complete only the Group Screening Form. If a client has not been seen for some time, the student must complete an updated Client Information Form. Facilitators may, at their discretion, ask for a new Personal Concerns Checklist. (Facilitators have the option of requesting, on the Group Update Form, that current clients also complete other intake forms of your choosing. Indicate this request to the front desk staff verbally, as well.) Applicants for support groups complete only the Client Information Form and the Group Screening Form. Although they are not considered clients, a Titanium file is opened for them and we record their attendance. Fee-paying clients are identified at the Front Desk. If the counselor schedules the screening appointment, inform the client that he or she will have to complete paperwork prior to the appointment, and enter a group screening appointment in your Titanium schedule, with “Paperwork” written on the Description line. If the student has never been seen at UCCS, you will need to ask the front desk or records person to enter the student’s name in Titanium in order to enter the appointment.

3. If there are no current openings in the desired group, offer the prospective group member other counseling options, or refer her or him to the Groups Coordinator for information about openings in other groups. (See the Telephone Screening Form.) Students do not do intake paperwork until a screening can be scheduled.

4. The records person will create a client file in Titanium prior to the screening appointment. The facilitator reviews the file and makes sure each counseling group client has signed a Welcome Form.  Occasionally the front desk must give the intake forms to the facilitator before a file can be made.

5. One or, ideally, both group facilitators conjointly conduct a screening interview (scheduled as Group Screening on the Group/Couple Appointment appointment screen) and write a brief individual group-screening casenote.  If the student is going to join the group, obtain his or her written permission to videotape and to contact outside therapists. Files must be made for all clients screened for counseling and psychoeducational groups, even if they are not accepted into the group.  If an applicant does not complete a screening interview (e.g., because the group does not have an opening or the meeting time is inconvenient), any paperwork should be shredded, unless the student is receiving or seeking individual counseling at UCCS.  

6. At the beginning of each semester, facilitators remind fee-paying clients at the first group meeting that they will need to pay the group fee at the Front Desk prior to each session and that they may pay for sessions in advance if they choose to do so; this eliminates the need to check in at the desk for prepaid sessions. 

Procedures for entering group appointments and notes in Titanium are complex and will only be mastered through practice. You will be trained in the use of Titanium, but you might want to experiment by printing a copy of these instructions and following them as you read them, deleting your work from Titanium when you finish. You could use any names from the client list to create a mock group sign-up sheet.

7. Schedule your group time as a series of recurring group/couple appointments.

8. Facilitators must enter their group sign-up sheet each week as follows: 
1) Click on the Group Appointment box on your schedule.  
2) Click Client.
3) Click Edit.
4) Select the sign-up sheet for your particular group.

5) Click Copy Members. 
6) Save and exit.

9. Cofacilitators record attendance after every group session on an Attendance Sheet and in Titanium.  Record the cofacilitators’ attendance on the appointment screen. Bring up the Group Sign-up Sheet (that you have already copied to this screen) for that session by clicking “Clients” on the top bar of the group appointment. Change “scheduled” to the appropriate attendance category next to each group member’s name.  
Because many groups meet during the interval between semesters, record keeping cannot strictly follow the academic year. For purposes of recording attendance in the Groups Program each semester ends the day before the following semester’s classes begin; e.g., fall semester does not end until mid-to-late January. The exception is the group program’s spring semester, which always ends on June 30, for administrative reasons. A new paper attendance sheet is started at the beginning of the new fiscal year, July 1.
10. Facilitators share the responsibility for writing brief casenotes for each counseling and psychoeducational group client following every session. One of the cofacilitators will write a group note to record announcements and describe process for the group as a whole. The procedure for writing counseling and psychoeducational group case notes is as follows:
1) After recording attendance, return to the group appointment screen and click “Group Note.”  
2) Write your group case note, which will be noted on the group administrative supervisor’s task list, if applicable.  
3) After the supervisor co-signs that note, either of you saves the note on the top bar and “distributes” it to all group members in attendance, by 
4) clicking “Distribute”, also on the top bar.  The individual portion of the case note will be entered as an addendum under the group note.  .
5)  After the note has been distributed, return to the group roster screen by clicking “Clients”on the top bar, 
6) select a client,
7) click on “Client Note”on the side bar, 
8) followed by Edit, 
9) then Addendum on top.  
10) Right click on the screen under addendum to bring up a sub menu.  
11) Left click on Insert Template, then 
12) left click on Group Note Individual. Write a brief note on the client’s work in group that           day, identifying other group members only by initial.

13) Save and exit.

If the Groups Coordinator has classified the group as a support group, a single “Group Note” for the entire group is sufficient. After the administrative supervisor has cosigned that note, save it and distribute it as above.  
8. Group closing summaries are recorded on the counseling Termination Summary form, unless the client is continuing in individual counseling at UCCS.  In that event, write a paragraph summarizing the course of the student’s work in group.
9. Group administrative supervisors review and sign all intern group notes and individual group-note addenda. Cofacilitators and supervisors should give priority to case notes for those clients seen concurrently in individual counseling.
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END OF SEMESTER GROUP FACILITATORS’ CHECKLIST

· Obtain group evaluations from current participants at the end of your next-to-last meeting of the semester.  Despite their stated intentions, members often are absent during finals week. Note that there are different forms for Counseling/Support Groups, Psychoeducational Groups, and Dissertation/Thesis Support Groups.  We recommend stopping a few minutes early, providing an interoffice mail envelope for people to slip their forms into, and leaving the room. Please return the envelope to the Groups Coordinator without reading the evaluations.  She will tally the results and report these to you with the members’ comments.  If you don’t find forms in the copier room, ask the Groups Coordinator for a form to copy.

· Bring the attendance sheet up to date immediately after the final session of the semester. (For group program record-keeping purposes, the fall and summer semesters end the day before the next semester begins.  (Spring semester ends June 30.)

· (INTERNS ONLY)—Evaluate the Groups’ Supervisor’s performance, copying the “Intern Evaluation of Groups’ Supervisor” form in your Training Manual.  This and the supervisor’s evaluation of your work should be done independently of one another.

· Send a copy of the attendance sheet to the Groups Coordinator following the last group or workshop meeting of the “groups semester”.  (During the summer, an attendance sheet is due both on June 30 and at the end of the group or summer semester.) 
· Write brief closing summaries for those members who have terminated work in your group.  If the client has completed all counseling at UCCS, use the Titanium Termination Summary form.  Otherwise, go to the client’s file and write a paragraph as a New Note, summarizing the client’s group work and his or her plans for continued counseling at UCCS.  

· Is the front desk up-to-date on whether your new groups have openings? If not, please call them.

· Discuss new group or workshop offerings with the Groups Coordinator ASAP, if you haven’t already done so.  If given sufficient notice, the Groups Coordinator will advertise your group with the other counseling groups and workshops, but specific group flyers depend on your initiative and legwork.  

· Give Group Update forms for the coming semester to the front desk.  You can add the time and day later if you are undecided, but be sure to keep the front desk and the Groups Coordinator current (e.g., telling them when your Full or Closed status changes).  Update forms are available in the copier room.  Please inform Room 301 if your group day and time or membership is changing.

· Start screening new members for next semester. 

· Design a flyer specifically for your group if you can, and post it at strategic locations before students are up against the end-of-semester crunch.  They won’t want to think about joining a group when they are studying for exams and finishing papers, and, ideally, you will want your group ready to start at the beginning of next semester.

.

· Plan the day and time of your next semester’s groups as soon as possible and inform the Groups Coordinator and the front desk.  Initially consult your current group members before they register for the next semester.
· Reserve your group room in Titanium. Group rooms are listed above counselors’ names on the Go To menu.
· Give the records room 1) your new group’s day and time, 2) names of cofacilitators, and 3) a list of group members.

· Enter group members’ names in a Titanium sign-up sheet and copy that into the daily schedule for the starting date of your group.  You must also have given the Records staff a list of your participants and your meeting day and time.

· Note and remind those members who are entering their last semester of eligibility for group participation that this is the case. (This does not apply to support groups, workshops, or psychoeducational groups meeting six or fewer times.)  Remember that as psychologists we are responsible for referring our clients to appropriate resources if they must terminate before their work is completed: e.g., the group no longer meets at a convenient time or the client has reached the one-year limit on group membership.
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UCCS GROUP PROGRAM

POLICIES AFFECTING CLIENT PARTICIPATION

The following UCCS policies relate to group participants.  Counselors should be aware of these policies to avoid misunderstandings among group members.  They are enumerated here in brief form; if you need clarification, please see the Groups Coordinator.

Client Eligibility: Eligibility and fees for group counseling are the same as those for individual counseling. Please refer to the UCCS Fee Schedule. To be eligible for free services, undergraduates must be registered at the University in a degree-seeking program for thirteen or more credits (three, during summer sessions). Graduate students must be registered for 6 or more credits or for dissertation or thesis credits (during summer sessions, one credit or actively pursing their graduate degree). Other students may be eligible to participate in groups for a fee of $15 per session.  Check with the Groups Coordinator when in doubt.  UCCS groups exist to help students solve problems and cope effectively with stresses in their lives.  Students may not participate in a UCCS group solely for the purpose of obtaining group experience or to satisfy class requirements. Group participants must have clearly- identified personal growth goals or, in the case of Dissertation and Thesis Support Groups, academic-completion goals. 

Group fees, when required, are payable at the Front Desk prior to each session, preferably by check. It saves time for the front desk staff if clients pay for several sessions in advance, but this is not required. Counselors are not permitted to collect payment from clients.

Boundaries Policy for Counseling Groups: Counselors should not refer their individual clients to their own counseling (process) groups unless the individual sessions are clearly terminating very soon.  It is sometimes acceptable to place your own clients in your psychoeducational and support groups.  Please consult with the Groups Coordinator if this seems to be an option.  It is permissible to admit your own clients to your workshops, but the facilitator should clarify in advance that your relationship with your client will be different in the workshop. 

Under most circumstances, students will not be admitted to a counseling group if they are acquainted with a current member. This policy does not apply to workshops. Boundaries may be more flexible in psychoeducational and support groups and should be discussed with the Groups Coordinator on a case-by-case basis. (See Definitions of Categories of Group Activities at the beginning of the Groups Program part of this manual.) This boundaries policy exists to minimize the risk of a violation of confidentiality and the formation of subgroups.  Facilitators must routinely inform new members that, in the event that they discover in the first meeting that they know someone in the group, the current member will have preference. The new member will be put on the waiting list and/or offered another group or individual counseling option.  The presence of more than one student from the same small

academic program (e.g., CSPP) presents potential problems for those individuals and for the group, whether or not the individuals are acquainted. Consequently, under most circumstances, facilitators will admit no more than one member of a small academic program to a given counseling group. If circumstances seem to justify an exception to this policy, you may discuss this possibility with the Groups Coordinator. Again, this boundaries policy may not apply in the case of a psychoeducational or support group, although in the past students in the Dissertation/Thesis Support Groups have asked for this boundary. In a very small academic program, merely indicating that a group already has a member from that program could inadvertently reveal the identity of the current member. Therefore, before admitting such a student to a counseling group, ask him or her for permission to inform future applicants from his or her program that this group already has a member from the applicant’s program. The prospective client would then be given information about the waiting list for that group and about other counseling options.

Length of group participation: Students who cannot continue group participation for a least one semester, or for the duration of a time-limited group, are usually not good candidates for group membership. Unless a group is time-limited, group participants may continue in their group for up to one year, or three semesters. May and summer sessions are counted as one semester. One year is the upper limit, not an expectation. Clients who leave a group for the summer may continue in the fall if they have not exhausted their three semesters and if there is clinical justification for extending the one-year limit. If a participant starts group after the beginning of a semester, he or she may remain in the group for a year beyond the end of that semester.  For example, if a participant enters a group in November, she or he could remain in the group through the end of fall semester the following year. On rare occasions, group cofacilitators can request an extension of the one-year limit through the Case Management Review Committee. 

Repeating groups: The request of a client who has completed a long-term (one-year) group to participate in another group, will be handled as follows. If the request is for a time-limited psychoeducational group, the client may participate, but prospective members who have not had prior group counseling at UCCS will have preference.  If the request is for another long-term group, the client must wait at least six months after completing the first group.  This requirement may be occasionally waived with the approval of the individual counselor, the group’s supervisor, the facilitators of the new group, and the Case Management Review Committee.  The most recent group facilitators will meet with the Case Management Review Committee to discuss several issues, including what the client gained from the first group, what the goals are for the second group, what prevented these from being addressed previously, what is different now, etc.  If these counselors are no longer on staff, the facilitator who screens the student for the new group will be responsible for gathering this information and consulting with the Case Management Review Committee. 

Participation in more than one group at a time: Ordinarily a client may participate in only one ongoing counseling (process) group at a time.  Clients may participate in an additional psychoeducational group or support group depending on availability of openings.  Students who are not currently enrolled in another group will be given preference.

Group composition and scheduling: Groups generally contain from five to eight members.  Some time-limited, psychoeducational groups may contain more members.  A group that is “building” may begin to meet when there are five members.  If, due to client attrition, the group size goes down to three or fewer members, the group ordinarily is suspended until it can be built up to five or more members. If clinically indicated, the group can continue meeting with three embers and a one facilitator. If three or fewer members come for a particular group session, the session may be cancelled at the discretion of the facilitator(s).

Groups generally meet for one and one-half to two hours, once a week.  Group facilitators and members choose together whether to meet over breaks.  

Requirements for admission to groups:  All clients wishing to participate in a group will first have a screening/orientation interview with one or both of the facilitators for that particular group.  Unless the client is transferring from another group, a screening for a counseling group will ordinarily require one hour. The interview will assess "goodness of fit" between client and group.  The counselor has the discretion to admit or not admit a client to the group.  Any person being screened who is not already a UCCS client must fill out all of the initial paperwork required of individual counseling clients, so that a folder can be made up.  The student must also fill out the Group Screening Form, unless the counselor chooses to do this with the client during the interview.  The screening interview will be briefly summarized in the client's file.  If the student is not accepted into the group, the counselor will provide an explanation to the student and will document the reasons for his or her decision in the screening summary and at the bottom of the Group Screening Form. A referring individual counselor must be informed. The counselor will inform the student of other counseling options.

Expectations of group participants: Guidelines for group members are distributed when students come to do their intake paperwork work or, if necessary, during group screenings. (For counseling groups see following section, Some Guidelines for Group Members.) The guidelines for support groups are slightly different from those for counseling groups. Counselors are encouraged to discuss the guidelines with clients in order to avoid misunderstandings and to discuss them with the group as a whole in the first session, obtaining members’ commitments to attendance and maintaining confidentiality.  If a student is likely to be accepted into a group, part of the screening interview should be devoted to motivating and preparing the client to use group counseling appropriately.  
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SOME GUIDELINES FOR GROUP MEMBERS
1. To serve members well, it is essential to preserve confidentiality and respect. 

A. We ask that everything that is said in group remain confidential (unless it is about you) and that you agree to not reveal the identity of other group members to anyone outside the group. 

B. Only give feedback that you intend to be helpful, and first ask others if they want feedback.  

C. UCCS appreciates and values individual differences. People of different sexual orientations, ethnicity or races, and political or religious beliefs are likely to be in your group. 

D. Everyone in the group has the right to speak and to be heard. It is certainly appropriate to express disagreement or anger, but these must be expressed in a way that does not threaten or intimidate others.  Please inform your group facilitators if you should ever feel harassed or threatened by a group member. 

2. Every person here is important.  Group counseling is a weekly commitment.
Be here every week.  Your presence in the group is important for you, for the other members, who depend on you for support and feedback, and for the cohesiveness of the group as a whole.   Facilitators may inquire about group members’ absences or lateness or about other group members’ feelings about these. If you must miss a meeting, please inform the group the previous week. If you must cancel due to illness or emergency, please call one of the group facilitators at (612) 624-3323, before the session begins. The group will begin and end on time.  

3. Do not compare the significance of problems. No one’s struggle is more or less important than anyone else’s is.

4. Your experiences in group can help you develop more satisfying relationships outside of the 

group, but the group is not intended to provide you with social relationships.  Social relationships between group members are best avoided. They complicate what is discussed in group with interactions outside of group and can promote the development of subgroups and cliques. In addition, group provides a unique opportunity to discuss topics that you might avoid in social relationships.  We ask you to discuss any outside contact you may have with other group members in the next group meeting, so that every group member is working with the same information and has an equal opportunity to be helpful. We also discourage electronic contact between sessions, including visiting each others’ social networks, like Facebook.  In the unlikely event that you discover in your first meeting that you know someone in the group, we will offer you the option of being put on a waiting list, participating in another group that has openings, and/or individual counseling with a UCCS counselor.
 

Although sexual attractions between group members are normal and we encourage you to talk about these in group, sexual relationships are strongly discouraged. 

Ordinarily facilitators do not expect to have contact with group members outside of the group itself, unless it is something very urgent. As with outside contacts between group members, contacts with group facilitators will be considered part of the larger group experience and facilitators may bring this material back into the group sessions.
5. The group meets in Room________  _____________________ Hall on   _______________ from _________ to _________.   It is important to begin and end on time.  Remember, every member is important; please be prompt. Your group facilitators are: __________________________________________________________________

6. Responsibility for the group is shared.  It is important for you to participate, but what you choose to talk about, and when, is up to you. We encourage you to ask for help in bringing up things that may be hard for you to discuss.

7. Sometimes, especially when confronting a challenging moment in the group, you are likely to feel uncomfortable and may feel the urge to leave the group prematurely.  Feeling uncomfortable can be a sign that you are working on the issues that brought you to the group in the first place.  Although leaving might relieve your anxiety, it would undermine an important learning opportunity.  Your group can help you sort out whether this is the right time for you to leave the group. 
8. Some people will reach their goals for the group in one semester. Others will stay longer.  The maximum length of stay in a UCCS group is one year. If for some reason you must end your participation the group early, come to at least one more session to let the group know and to say goodbye.
9. Most people find group counseling very helpful.  Occasionally people feel like it does not help, and in rare instances people may feel that it has made things worse. For instance, although you may be pleased with changes you make in your behavior, perhaps not everyone in your life will like these changes. We ask participants in the first group session to promise confidentiality to each other.  While it is extremely rare for a group member at UCCS to break this promise, we cannot guarantee that another group member will not violate your confidentiality, possibly causing you harm.

10. If you should find yourself in crisis between group sessions, you may:

A. Call your individual counselor, if you have one, or, otherwise, one of the group facilitators (612- 624-3323) to arrange an appointment or to discuss other options. 

B.  During business hours, 8:00-4:30, speak with a walk-in counselor at UCCS by coming to 109 Eddy Hall or by calling us at (612) 624-3323. 

C. Call a local 24-hour crisis telephone service, for example, The Crisis Connection/Neon 

(612) 379-6363; Suicide Prevention (612) 873-2222; Crisis Intervention Center (Hennepin County) (612) 873-3161; or the Mental Health Crisis Program (Ramsey County. Regions Hospital) (651) 523-7900.

Welcome to this UCCS group.  We expect it to be a rewarding experience for you!
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