Program Policies and Procedures

The internship program follows all May Institute Policies and Procedures. Interns receive a
complete copy of the current Policies and Procedures Manual during orientation. Selected
policies are also reviewed verbally at that time. In addition, the internship program has
specific procedures tailored to training needs.

Dress Code

Interns are expected to always dress professionally. Clothing should fit well, be in good
condition, and present a professional appearance. Athletic wear, sweatshirts, and casual t-
shirts or pants are not permitted. Jeans may be worn if free of holes or tears.

Earned Leave

Interns follow earned leave policies similar to other employees, including vacation, sick time,
and professional days. Earned leave must be requested through Dayforce at least one week in
advance and approved by the clinical supervisor. Urgent leave requests should be made
directly to the supervisor.

Interns are required to use earned leave for absences due to inclement weather. Because
interns provide clinical services, supervisors may deny leave if the timing or duration would
jeopardize patient care. This practice aligns with the Ethical Principles of Psychologists.

Calling Out Sick

Interns unable to attend work or scheduled seminar or group supervision due to illness must
notify their clinical supervisor as soon as possible.

Didactic and Group Supervision Schedule

Interns are expected to attend all didactic seminars and group supervision sessions. Cell
phones should be set to silent or vibrate. In emergencies, interns may step out to take calls or
messages. Seminars are interactive, and active participation is essential. Excessive absences
must be addressed through supplemental supervision.

Mileage and other Expense Reimbursement

Interns may be reimbursed for mileage incurred during approved training-related travel.
Routine travel to and from work is not eligible. All reimbursement requests must be
submitted within 45 days and clarified with primary supervisors as needed. Other out-of-
pocket expenses must be discussed with the supervisor in advance and submitted using May
Institute forms within 45 days of the expense month. Requests received after 45 days may
not be paid. Supervisors must review and approve all submissions before forwarding to
Accounts Payable.

Conference Attendance

24



Interns are encouraged to attend regional and national conferences as part of their
professional development. Each intern receives a stipend to support attendance and may use
up to two days for conferences without deducting from earned leave. Additional time away
for conferences falls under the earned leave policy. Attendance must be planned and
approved by supervisors.

Criminal Record Verification

After APPIC match, and within 30-days of starting employment, all interns undergo a CORI
(Criminal Offender Record Information) check per Massachusetts regulations.

Remote and Tele-Supervision

May Institute allows for individual supervision, group supervision, and didactic activities to
been done remotely (Zoom or Microsoft Teams). Direct clinical activities and supervisor
observations will be conducted in person. There are no restrictions on the amount of remote
supervision provided, but in person supervision is preferred and should be the supervision
modality of choice.

The use of tele-supervision has many advantages including access to the expertise of other
supervisors and outside speakers that would not be available to interns given cost
restrictions, accessibility, and travel time between sites. This allows for the program to access
more diversity of speakers and consultation. In addition, we have found that the quality of
supervision is not affected by whether the supervisor is in the room or present remotely for
many intern activities, particularly individual supervision. We believe that allowing
supervisors and interns to be able to meet remotely leads to a more positive life-work
balance.

The Training Program does not feel that this is in any way inconsistent with our aim of
providing interns with quality and timely supervision. If an intern indicates that they are
uncomfortable with meeting remotely, accommodation will be made to provide in-person
supervision. It has been our experience, however, that interns are comfortable with this
modality, know how to use it effectively, and welcome its use based on their feedback.

Each intern is provided with a laptop and access to a virtual meeting platform. Phone
supervision may be utilized for questions or immediate clinical assistance, but we ask that
remote supervision be conducted using virtual meeting platform (Zoom or MS Teams). Any
difficulties accessing the internet are accommodated by utilizing the May Institute Guest
wireless access system and ongoing issues can be addressed via contacting the IT Helpdesk.
Any other difficulties or concerns with using remote or tele-supervision or accessibility by
supervisors or interns should be brought to the attention of the Director of Training.

Supervisors who provide tele-supervision maintain full professional responsibility for clinical
and related work activities. If they are out of the office for any period of time, another
licensed supervisor will be assigned to provide supervision and clinical support. Direct service
activities will only be observed in person.
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Due Process, Remediation, and Grievance Procedures

Due Process

Due process means ensuring fairness when decisions by the institution may affect an intern’s
standing in the program. These situations typically involve academic or disciplinary concerns.

As a private institution, May Institute is not bound by the formal due process requirements
applicable to public academic institutions. However, we have established comprehensive
procedures to promote fairness and transparency should serious concerns arise. While we do
not expect to use these procedures often, interns should be familiar with them.

General Performance Expectations
Interns are expected to:
e Maintain a clinical caseload at a productivity level determined by supervisors.

o Deliver clinical services at a level appropriate for a psychology intern, as defined by
program faculty and supervisors.

e Keep accurate and timely clinical records.

e Attend all scheduled seminars or notify the instructor in advance to request approval
for an absence.

o Complete all seminar assignments (e.g., literature reviews, case presentations,
reports) by the deadlines set by instructors.

¢ Follow all ethical and professional requirements for psychologists.

If an intern does not meet these expectations, the program will notify them verbally or in
writing after consulting with relevant faculty. The intern may be asked to meet with the
program faculty to address the concerns and develop a Performance Improvement Plan (see
Remediation). This plan will include specific goals and a timeline for improvement. The
intern’s graduate program may be informed of the situation.

If the intern does not meet the outlined goals by the specified deadline, dismissal from the
program may occur.

Intern Rights and Response

Interns have the right to respond to concerns or dispute the facts of any performance-related
notification. If an intern wishes to challenge a determination, they may use the Grievance
Process outlined below.

Ethical and Professional Conduct

Interns must adhere to:
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¢ All May Institute policies and procedures (provided during orientation).

e The Ethical Principles of Psychologists and Code of Conduct established by the
American Psychological Association (APA).

Violations of these policies or ethical standards may result in disciplinary action.

Interns found in violation will receive verbal or written notice outlining the charges and
relevant details. They will have an opportunity to respond and prepare for a formal hearing
with their supervisor and/or faculty members. In some cases, May Institute may temporarily
suspend the intern’s clinical privileges while they prepare their response.

Possible Disciplinary Actions
Disciplinary measures may include:
1. Re-training or re-instruction in appropriate procedures.
2. Formal censure or reprimand.
3. Suspension without pay.
4. Dismissal from the program.
5. File a formal complaint with the appropriate APA committee(s).

May Institute reserves the right to inform the intern’s graduate program of any infractions
and the actions taken.

Remediation

May Institute emphasizes early identification of potential problems, cooperative efforts at
resolution, open communication, and consultation with the intern’s graduate program.
However, sometimes a remediation plan is drafted, and the formalized process is as follows:

Step 1

If an intern is experiencing more serious difficulties in the program, the intern’s recent and
current rotation supervisors and the Training Director will meet to develop appropriate
remedial actions (i.e., a Performance Improvement Plan). Consultation with the intern's
graduate school staff will occur as needed.

Step 2

The Performance Improvement Plan will be developed and individually tailored to meet the
difficulties experienced by the intern. This plan will be presented to the intern and an
opportunity to present feedback and suggestions will be provided.

Step 3

The resulting plan will serve as a training contract between the intern and program staff and
adherence to this plan will be closely monitored on a weekly basis. The intern will be required
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to sign this plan. Interns wishing to appeal any aspects of the performance improvement plan
will submit a written request within fourteen (14) workdays of being presented with the plan.
The plan and the intern's objections will be forwarded to the Training

Director. Alterations will be made to the plan as necessary.

Step 4

An intern failing to comply with the performance improvement plan due to lack of motivation
or gross deficits in skills will be scheduled for a formal review. The intern will be notified of
the impending review and concerns to be addressed. This performance review may be
requested by the Training Director, current rotation supervisors, or the intern. The intern will
have the opportunity to respond to concerns. Additional consultation with other program
staff and the intern's graduate school will occur.

Step 5

A written report of the performance review will be presented to all training faculty who will
determine the need for further action, such as continued monitoring, revision of remediation
plan, and/or probation. The intern will be notified in writing of the faculty’s decision and will
be required to review and sign the new training plan. Interns wishing to appeal any aspects
of this remediation plan will submit a written request within fourteen (14) workdays of being
presented with the new plan.

Step 6

An intern failing to comply with the performance improvement plan, violating ethical and
professional codes, or transgressing official policies may be recommended for termination
from the internship after a meeting with the training faculty. In such a case, the intern will be
provided with a written notice of the decision to recommend that the intern be terminated
from employment. The program coordinator will notify APPIC and the intern's graduate
program of the termination. The intern will have the opportunity to appeal the decision
through May Institute’s Human Resources Department and request consultation with APPIC.

Grievance Procedures

Interns who believe their performance or ethical conduct has been judged unfairly—including
disputes over performance ratings—have the right to file a formal complaint. The procedure
below allows for formal consideration of all concerns.

While interns may use the grievance process at any time, they are encouraged to first
attempt resolution directly with the individual(s) involved. Many day-to-day concerns are
successfully resolved through open and respectful discussion. If an intern feels uncomfortable
addressing the matter directly, they should speak with the Training Director or their
supervisor for guidance.

If concerns remain unresolved, the intern may proceed with the formal grievance process. All
grievances will be reviewed openly and handled fairly. When a grievance is supported, the
Internship Training Faculty and the Director of Training will work to address the issue and, if
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appropriate, recommend changes to program or corporate policies to prevent similar
concerns in the future.

Filing a grievance will not jeopardize an intern’s standing in the program.
Step 1

Report the grievance in writing to the primary supervisor as soon as possible. The

primary supervisor will respond back to the intern in writing within ten (10) workdays of
receiving the written grievance. (If the grievance involves the major supervisor, skip to Step
2.)

Step 2

If a resolution is not reached in Step 1, an intern should report the grievance in writing to the
Director of Training. If requested by either party, a meeting may be held as well. The Director
of Training will work to resolve the grievance as quickly as possible and respond in writing to
both the intern and supervisor within fourteen (14) workdays of receiving the written
grievance. (If the grievance involves the Director of Training, skip to Step 3.)

Step 3

If a resolution is not reached in Step 2, an intern should report the grievance in writing to the
May Institute Vice President of Human Resources. The Vice President of Human Resources
will work to resolve the grievance as quickly as possible, and respond in writing to the intern,
their supervisor, and the Director of Training within fourteen (14) workdays of receiving the
written grievance.

Step 4

If a resolution has not been reached in Step 3, an intern should appeal in writing to the
President/CEO of May Institute. The President/CEO will work to resolve the grievance as
quickly as possible and will respond in writing to the intern, their supervisor, and the Director
of Training within fourteen (14) workdays of receiving the grievance. This decision is
considered final and binding.
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