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Introduction

Welcome to the Doctoral Internship Program at Aspire Neuropsychological Services. This
handbook provides essential information regarding program policies, expectations, and
procedures. It is designed to support interns in understanding their responsibilities and rights
within our training environment and to ensure transparency, consistency, and fairness. It serves
as a reference to support your successful training year.

Program Overview

Aspire Neuropsychological Services provides comprehensive clinical training in therapy and
assessment, with a focus on autism spectrum disorder evaluations and therapy for diverse
populations. The internship is a full-time, 12-month program requiring completion of 2,000
hours.

APA-Accreditation Status

Aspire Neuropsychological Services has submitted an application for membership with the
Association of Psychology Postdoctoral and Internship Centers (APPIC). This internship
program is not yet accredited by the American Psychological Association (APA).

We are committed to meeting the highest standards of clinical training and supervision, and our
internship program is being developed to align with the principles and guidelines set forth by
APPIC and APA-CoA.

Aspire Neuropsychological Services has submitted an application for membership with the
Association of Psychology Postdoctoral and Internship Centers (APPIC). Submission of an
application does not guarantee that the site will be accepted for membership. We agree to abide
by all APPIC membership policies upon acceptance.

This internship site agrees to abide by the APPIC policy that no person at this training facility
will solicit, accept, or use any ranking-related information from any intern applicant.

Program Aims and Training Philosophy

The mission of the internship program is to provide high-quality, comprehensive training in
clinical and assessment services within a supportive, culturally responsive environment. Our
philosophy emphasizes professional development, ethical competence, and the integration of
theory and practice.
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Eligibility for Doctoral Internship in Clinical Psychology &
Selection Criteria

The Doctoral Internship in Clinical Psychology at Aspire Neuropsychological Services accepts
applicants from APA-accredited Ph.D. or Psy.D. programs in clinical, counseling, or school
psychology. To be considered, applicants must:

Have completed a minimum of three years of graduate training, including practicum
experience, and meet their home institution’s criteria for internship readiness.

Possess at least the equivalent of a master’s degree by the start of internship.

Have an approved and accepted dissertation proposal by their academic institution prior
to the start date.

Accumulate a minimum of 600 hours of direct intervention and 150 hours of assessment
experience through practicum training prior to the internship start date.

Additional selection considerations include:

Advanced clinical training, especially with psychological assessments such as the
ADOS-2.

Multilingual ability, particularly fluency in languages spoken by our client population.

Academic standing, with preference given to applicants whose transcripts do not reflect
D’s, F’s, or W’s, unless adequately explained in supplemental application materials.

Three strong letters of recommendation, including at least two from previous clinical
SUpervisors.

Submission of a de-identified psychological assessment report completed during a prior
practicum experience, which will be evaluated by our assessment team for content and
clinical quality.

Aspire places a strong emphasis on multicultural competence and encourages applications from
students who demonstrate a commitment to diversity, equity, and inclusion. Preference is given
to applicants with experience or interest in working with underserved or minority populations,
including bilingual candidates.
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Aspire Neuropsychological Services is an Equal Opportunity Employer. We welcome applicants
of all backgrounds and do not discriminate on the basis of race, ethnicity, culture, religion,
nationality, socioeconomic status, physical ability, age, gender, gender identity, or sexual
orientation.

Internship Positions Available

Aspire Neuropsychological Services offers two (2) full-time doctoral psychology internship
positions each training year. Our program is structured to ensure interns meet all required
training hours and competencies. Full-time interns are expected to complete 2,000 hours over 12
months.

Internship Duration and Structure

Aspire Neuropsychological Services offers a full-time doctoral internship completed over 12
consecutive months.

Internship Duration & Hour Requirements

Interns are required to complete a full-time internship over 12 consecutive months. A minimum
of 2,000 total hours must be accrued, including at least 25% (500 hours) in direct service
delivery. Interns are expected to average 40 hours per week.

Profession-Wide Competencies (PWCs)

The internship program evaluates interns on the following PWCs:
. Research

. Ethical and Legal Standards

. Individual and Cultural Diversity

. Professional Values and Attitudes

. Communication and Interpersonal Skills

. Assessment

. Intervention

. Supervision

. Consultation and Interprofessional/Interdisciplinary Skills

O 00 1IN DN K W~

Training Activities and Rotations

Interns participate in weekly therapy and assessment didactic trainings, clinical rotations,
supervision sessions, and peer consultation. Rotations include child, adolescent, and adult
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therapy, ASD evaluations, and optional research or community outreach projects. Please see
Internship Training Manual for additional information.

Evaluation and Feedback

Intern performance is formally evaluated at midyear and end of the internship. Supervisors
provide regular feedback and oversee clinical responsibilities. Written evaluations are shared
with the intern’s doctoral program.

Supervision

e Interns receive a minimum of 4 hours of supervision weekly:
o 2 hours of individual supervision (1 hour therapy, 1 hour assessment)
o 2 hours of group supervision
e Interns receive a minimum of 2 hours of group didactic training
e All supervisors are licensed clinical psychologists with full clinical responsibility for all
intern work

Internship-Specific Policies
Evaluation and Feedback

e Interns receive formal written evaluations at the midpoint (approximately 6 months) and
end (approximately 12 months) of the internship year.
Evaluations assess each of the APA Profession-Wide Competencies (PWCs).
Interns are provided verbal feedback during weekly supervision and at scheduled
evaluation meetings.

e Supervisors submit written evaluations to the Training Director and a copy is shared with
the intern's doctoral program.

Due Process Policy

Aspire Neuropsychological Services maintains formal procedures to ensure fairness,
transparency, and accountability in addressing concerns related to intern performance. These
procedures are reviewed with all interns during orientation and are provided in writing at the
start of the training year.
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Intern performance is evaluated at the midpoint and end of the training year using structured
evaluation forms tied to APA Profession-Wide Competencies. In addition, ongoing supervision
provides opportunities for early feedback and course correction. Concerns may arise through:

e Formal evaluations
e Supervisor observations
e Reports from other staff or clients

o Administrative documentation

Problematic behavior includes, but is not limited to, failure to meet competency benchmarks,
ethical or legal violations, unprofessional conduct, or behaviors that interfere with the intern’s
ability to deliver appropriate care. Any concern that may impair the intern’s ability to
successfully complete the training program or achieve competence in required domains will be
addressed through these procedures.

Intern Rights and Responsibilities

e Right to clear communication and due process

e Right to respond to concerns in writing and verbally

e Right to bring a support person to formal meetings

e Responsibility to actively participate in remediation if needed

e Right to appeal decisions to a designated authority beyond the Training Director

Program Rights and Responsibilities

e Right to uphold high standards of ethical and clinical conduct

e Responsibility to document and communicate concerns promptly
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Responsibility to offer support and fair opportunities for remediation
Responsibility to maintain consistent documentation of Due Process steps

Commitment to mock run-throughs of Due Process procedures yearly to ensure
operational clarity and preparedness

Steps in the Due Process Procedure
Step 1: Notice (within 5 business days of concern identification)
A supervisor or the Training Director documents the concern in writing, including:

Description of the issue

Context and impact

Supporting evidence (if applicable)

Intern receives a formal notification via email and/or in person
A meeting is scheduled within 5 additional business days

Step 2: Hearing

Intern meets with the Training Director and relevant supervisor(s)

Intern may submit a written statement in response within 3 business days after the
meeting

Discussion focuses on intern’s perspective, clarification of expectations, and potential
next steps

Notes are documented and signed by all parties

Step 3: Remediation or Action Plan (if applicable)

A collaborative remediation plan is created within 7 business days

The plan includes:

Specific areas of concern

Targeted goals for improvement

Support strategies (e.g., additional supervision, readings, training)
Timelines for progress review

o O O O O

Clear criteria for successful resolution or next steps

The intern, supervisor, and Training Director all sign the plan



Step 4: Appeal (within 10 business days of remediation plan)

e If the intern disagrees with the concern or remediation plan, they may submit a written
appeal to the Internship & Training Manager
e The Internship & Training Manager convenes a Review Committee, which may include:
o A licensed psychologist not directly involved in supervision
o A non-clinical administrator or staff member trained in intern policy
o An external consultant (if needed)
o The committee reviews all documentation and provides a final written decision within 10
business days
e [n cases where the Training Director is directly involved in the concern, the appeal still
proceeds to the Internship & Training Manager and Review Committee, ensuring that the
appeal process is one step beyond the Training Director

Serious ethical violations, legal concerns, or repeated unprofessional behavior may result in
probation, suspension of clinical duties, or dismissal from the internship program. These
decisions are made in accordance with California law, APA ethical standards, and Aspire’s
internal policies.

Intern Grievance Policy

Aspire Neuropsychological Services is committed to providing a supportive and respectful
training environment. Interns have the right to raise concerns or grievances about any aspect of
the training experience, including but not limited to supervision, evaluations, clinical
assignments, administrative policies, stipend concerns, or experiences of discrimination,
harassment, or unfair treatment.

This grievance policy outlines a clear and fair procedure that ensures concerns are addressed in a
timely, respectful, and confidential manner.

The Director of Training is the lead psychologist responsible for overseeing the clinical training
program, including supervision, didactic coordination, intern evaluation, and adherence to
APPIC and APA guidelines. The Training Faculty consists of three licensed psychologists who
supervise interns in therapy, assessment, and didactics.
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The Internship & Training Manager is a non-clinical administrative leader responsible for
overseeing the operational and compliance components of the training program. While they do
not provide clinical supervision, they serve as the point of escalation for grievances or appeals
involving the Director of Training, ensuring an impartial review process.

Intern Rights and Responsibilities

e Interns have the right to express concerns without fear of retaliation.

e Interns have the right to receive timely responses and support during the process.

e Interns are responsible for clearly articulating their concerns and participating in efforts to
resolve the issue constructively.

e Interns may bring a support person or representative to any grievance meeting.

Program Rights and Responsibilities

e The program has the right to respond to grievances in a timely and consistent manner.

e The program is responsible for maintaining a safe and supportive environment for all interns.
® The program must document the process and provide transparency in decision-making.

e The program must protect the intern from retaliation during and after the grievance process.

Steps in the Grievance Procedure

e Step 1: Informal Resolution (within 10 business days of concern)
Interns are encouraged to first address the concern informally, either directly with the
involved party or by consulting the Director of Training. Many concerns can be resolved
quickly through informal dialogue, clarification, or mediation.

e Step 2: Formal Written Grievance (submitted within 15 business days if not resolved)
If the issue is not resolved informally or if the intern prefers not to address it informally, they
may submit a formal written grievance to the Director of Training. The written grievance
should describe the nature of the concern, prior steps taken (if any), and the requested
resolution.

If the grievance involves the Director of Training, the intern may bypass Step 2 and submit
their formal written grievance directly to the Internship & Training Manager or another
designated supervisor not involved in the concern. This ensures impartiality and maintains
trust in the grievance process.



e Step 3: Meeting and Review (scheduled within 10 business days of receipt)
The Director of Training will meet with the intern (and any involved parties if appropriate) to
review the concern and explore possible resolutions. The Director of Training will issue a
written decision within 5 business days of the meeting.

e Step 4: Appeal (submitted within 10 business days of decision)
If the intern is dissatisfied with the outcome, they may submit a written appeal to the
Internship & Training Manager, a designated administrative leader who is not directly
involved in supervision or evaluation of interns. A review panel or designated reviewer will
evaluate the appeal and provide a written response within 10 business days. This ensures that
the appeal process proceeds beyond the Director of Training and is handled by an impartial
reviewer.

All grievances are handled with respect, confidentiality, and a commitment to fairness. Interns
are protected from retaliation for bringing forward concerns in good faith. All grievances and
related documents will be kept confidential and separate from the intern’s evaluation files.

Remediation & Corrective Action Plans

If an intern is not meeting expectations, a written remediation plan will be developed with
specific goals, supports, timeframes, and consequences for non-improvement. Interns are
provided feedback and an opportunity to participate in plan creation.

Stipend
Interns are paid an annual stipend and are classified as employees of Aspire Neuropsychological
Services.Aspire Neuropsychological Services offers a competitive stipend for doctoral interns:

e Full-Time Interns: $40,000 per training year
Stipends are paid bi-weekly. Full-time interns are expected to complete the program in 12
months.
Benefits

Aspire Neuropsychological Services is proud to offer the following benefits to all interns who
are regularly scheduled for 30 or more hours per week:



Pre-Tax Benefits:

e Major Medical — Kaiser Permanente
Includes buy-up plan options and an alternative Blue Cross Blue Shield (BCBS) buy-up
option.
o Aspire covers 50% of the employee-only premium.
o Coverage for spouses and dependents is 100% employee-paid.
e Dental and Vision — Beam Benefits

o Coverage is available for employees, spouses, and children.

o All premiums are 100% employee-paid.

Post-Tax Supplemental Benefits (via Colonial Life):

e (ritical Illness

e (Cancer

e Hospital Indemnity

e Term Life Insurance (including options for spouse and children)

o All premiums for these plans are 100% employee-paid.

Time Off

Aspire Neuropsychological Services provides structured time off to support intern well-being
while ensuring that training and clinical hour requirements are met. Interns are eligible for the
following leave:

Sick Leave

e Interns accrue 1 hour of paid sick leave for every 30 hours worked in accordance with
California law.

e Sick leave may be used for:



o Personal illness or injury
o Medical or dental appointments

o Care of an immediate family member
Unpaid Time Off (UPTO)
e Interns may request up to 56 hours (7 days) of unpaid time off annually.
o Must be taken in 8-hour increments, unless 4-hour blocks are approved in advance.

e All requests must be submitted at least 2 weeks in advance and approved by the
supervisor.

e Time off requests are subject to clinical needs and scheduling availability.
Holidays (Paid)

Interns are not required to work on the following 7 observed holidays and are not expected to
make up hours for these dates:

Holiday Date (Training Year
2025-2026)

Labor Day Monday, September 1, 2025

Thanksgiving Day Thursday, November 27,
2025

Christmas Day Thursday, December 25,

2025



New Year’s Day Wednesday, January 1, 2026
Memorial Day Monday, May 25, 2026
Juneteenth Friday, June 19, 2026
Independence Day Friday, July 3, 2026
(observed)
Floating Holiday

e Interns receive one 8-hour floating holiday to be used at their discretion.
e Must be requested at least 2 weeks in advance and approved by their primary supervisor.

Conference Leave
Interns are encouraged to attend professional development opportunities such as conferences,
workshops, or trainings during the internship year.

e Conference leave is granted based on clinical coverage, supervisor approval, and
accumulated absences.

® Requests must be submitted at least 2 weeks in advance.

e Conference time does not count toward supervised professional experience (SPE) hours
unless it involves direct clinical supervision.

e Interns are expected to coordinate with supervisors to ensure that conference attendance
does not interfere with clinical duties.

Additional Leave Requests
Requests for any additional time off (beyond holidays, sick leave, UPTO, or floating holidays)
must be:

e Reviewed by the intern’s primary supervisor and the Training Director



e Submitted at least 2 weeks in advance

e Evaluated based on the impact on patient care and training continuity

Note: No leave may be taken during the final two weeks of the internship year to allow for
proper case closure, report finalization, and transition planning.

Intern Hour Requirements

e Interns are expected to complete a minimum of 2,000 total hours, including at least 1,500
direct clinical hours.

e Interns are responsible for coordinating schedules with their supervisors to ensure that
any missed time does not interfere with training milestones or clinical expectations.

Notification Procedures

Interns unable to attend work due to illness must notify:
e Their primary clinical supervisor
e The Internship & Training Manager

e Group supervision facilitators (if applicable)

Interns are responsible for directly contacting their scheduled clients to cancel or reschedule
appointments. If assistance is needed in reaching clients, interns may coordinate with Aspire’s
front desk staff for support.

Prolonged Absences: In the event of an extended absence (e.g., three weeks or more), client
cases will be reassigned to other clinicians as clinically appropriate.

Professionalism & Conduct Expectations

Interns are expected to maintain professional behavior consistent with APA’s Ethical Principles.
This includes respectful interactions, timely documentation, attendance at training activities, and
appropriate attire.



Confidentiality & Record Keeping

Interns must comply with HIPAA, state laws, and clinic policies regarding confidentiality.
Documentation must be completed in a timely and accurate manner within the EHR system.

Expectations for Didactic Participation

Interns must comply with HIPAA, state laws, and clinic policies regarding confidentiality.
Documentation must be completed in a timely and accurate manner within the EHR system.

Policy on Telehealth and Remote Services

Interns may engage in telehealth services with supervisor approval. They must follow Aspire’s
telehealth policy and receive training on platform use, documentation, and confidentiality
standards.

Use of Assessment Instruments

Interns are trained to administer, score, and interpret psychological tests commonly used in ASD,
LD, ADHD, and neuropsychological evaluations. Supervision and feedback are provided on all
reports.

Policy on Use of Supervised Clinical Hours

Interns must ensure that all direct service hours are supervised and documented appropriately.
These hours contribute to licensing requirements and are verified by the Training Director at
completion.

Completion Criteria
Successful completion requires:

e Minimum of 2,000 total hours
e Satisfactory ratings in all PWCs by the end-of-year evaluation
e Completion of all assigned clinical, documentation, and training requirements

Communication with Doctoral Programs
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Aspire’s program communicates with each intern's doctoral program at least twice during the
training year—following mid-year and final evaluations. Additional communication may occur if
performance concerns arise.

e Aspire provides written mid-year and end-of-year evaluation reports directly to each
intern’s doctoral program.

e The Training Director is available to communicate with the doctoral program throughout
the training year.

Non-Discrimination Policy

Aspire Neuropsychological Services is committed to maintaining a safe and inclusive training
environment for all interns, regardless of race, ethnicity, gender identity, sexual orientation,
disability, religion, or socioeconomic background.

APPIC Membership Disclaimer

This internship site agrees to abide by the APPIC policy that no person at this training facility
will solicit, accept, or use any ranking-related information from any intern applicant.

APA-Accreditation Status

Aspire Neuropsychological Services has submitted an application for membership with the
Association of Psychology Postdoctoral and Internship Centers (APPIC). This internship
program is not yet accredited by the American Psychological Association (APA).

We are committed to meeting the highest standards of clinical training and supervision, and our
internship program is being developed to align with the principles and guidelines set forth by
APPIC and APA-CoA.

Aspire Neuropsychological Services has submitted an application for membership with the
Association of Psychology Postdoctoral and Internship Centers (APPIC). Submission of an
application does not guarantee that the site will be accepted for membership. We agree to abide
by all APPIC membership policies upon acceptance.

This internship site agrees to abide by the APPIC policy that no person at this training facility
will solicit, accept, or use any ranking-related information from any intern applicant.
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Intern Confidentiality and Professional Conduct Agreement

This agreement is intended to outline professional expectations for all interns participating in
training at Aspire Neuropsychological Services, Inc. (“Aspire”).

1. Confidentiality

Interns acknowledge that, during the course of their internship, they may have access to
confidential and sensitive information, including but not limited to:

e C(Client/patient information
e C(linical records and assessment data
e Internal policies, procedures, and training materials

Interns agree to maintain strict confidentiality of all such information during and after their
internship, in accordance with all applicable laws, including HIPAA where applicable.

2. Professional Conduct

Interns are expected to conduct themselves in a professional and respectful manner in all
interactions related to Aspire, including with staff, clients, and external parties.

3. Non-Disparagement

Interns agree that during and after their internship, they will not make statements, whether
written, verbal, or online that are knowingly false, misleading, or intended to harm the reputation
of Aspire, its staff, or the individuals it serves.

Aspire maintains the same standard and will not make disparaging statements about interns.

4. Scope
This agreement is not intended to limit an individual’s ability to:

e Provide truthful information when required by law
e Participate in legally protected activities
e Share factual experiences in a professional and appropriate manner
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5. Acknowledgment

By signing below, the intern acknowledges that they have read and understand these expectations
and agree to abide by them.

Intern Signature: Date:

Printed Name:

Contact Information
For questions regarding internship policies or procedures, please contact:

Dr. Keiko Y. Miller, Psy.D., MSCP
Internship Training Director

Aspire Neuropsychological Services
(925) 885-6070 | drkeikomiller@aspireneuropsych.com



Appendices

The following documents supplement the internship handbook and may be referenced
throughout the training year.

Appendix A — Due Process Policy

Appendix B — Grievance Policy

Appendix C — Mid-Year Intern Evaluation Form
Used to evaluate performance based on APA Profession-Wide Competencies.

Appendix D — Final Intern Evaluation Form
Used to evaluate performance based on APA Profession-Wide Competencies.

Appendix E — Internship Completion Certificate Template
Sample certificate with required elements for licensure and APPIC compliance.

Appendix F — Remediation Plan Template
Form used to outline concerns, goals, and timelines if an intern is not meeting expectations.

Appendix G — Weekly Supervision Log
Used to track individual and group supervision hours.

Appendix H — Grievance Submission Form
To formally raise concerns about supervision, workload, harassment, etc.

Appendix I — Therapy Didactic Training Calendar
A full-year overview of therapy weekly training seminars and topics.

Appendix J — Assessment Didactic Training Calendar
A full-year overview of assessment weekly training seminars and topics.

Appendix K — Site Contact Sheet
List of supervisors, training director, and key administrative staff.
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