MENTAL HEALTH EXTERNSHIP/PRACTICUM POLICIES
Purpose

The mission of the XYZ Job Corps Externship/Practicum Program is to provide graduate students meaningful training experiences that assist both the extern/practicum student and the center. Externs/practicum students will have the opportunity to apply classroom knowledge in a professional environment. In addition, externships/practicums allow graduate students to explore their intended career area and promote career development.
Externship/Practicum Coordinator
The Center Director will designate an externship/practicum coordinator (likely the CMHC). Depending on the center’s needs, this individual will have a role in recruiting externs/practicum students, communicating with colleges, coordinating the externship/practicum needs of different departments on Center, and developing externship/practicum policies as needed.  

Relationships with Externs/Practicum Students (for all center staff)
With respect to the rights and status of our externs/practicum students, there is sometimes confusion as to whether they should be treated similarly to staff or Job Corps students. Ideally they should be offered the benefits and respect of "the best of both worlds."  This means that they should be treated as professionally as other staff members, since regarding them in this role is an important part of their professional growth. 
Student externs/practicum students, as noted, should also be afforded some of the same boundaries as the student body. An example of this involves fraternizing. We need to regard externs/practicum students as being in a vulnerable position, and staff members must be keenly aware of the imbalance of power in a staff-extern/practicum student relationship. As a result, it is entirely inappropriate to develop a dating relationship or other involved relationship with an extern/practicum student. Personal interaction outside the externship/practicum activities should follow the same guidelines that we have with our student body. It should not be the responsibility of the extern/practicum student to set limits on their amount of interaction with a staff member, but the staff member instead always has the responsibility in this regard, and must maintain the proper boundaries. 
Some of the boundaries are sometimes not so obvious. We should not ask an extern/practicum student personal information, for example whether they are married, how old they are, etc., similar to the same guidelines we have with employees. Sometimes these boundaries may be most easily violated in interviewing an extern/practicum student applicant, and yet we need to follow the same guidelines we would use in interviewing someone for an employed position. Sometimes it is very easy to 'step over the line' with externs/practicum students after having worked with them for a while, and yet we can't allow familiarity to ever compromise ethical and legal standards. While setting these limits may seem awkward at times, maintaining these standards will lead to the long-term health, growth, and respect of the externship/practicum program. 
Activities for Externs/Practicum Students
Each department who seeks an extern/practicum student will need to present a list of activities to the externship/practicum coordinator. This list should comprise the generally expected activities with which an extern/practicum student will be involved during their externship/practicum experience. Ideally, it will contain a variety of experiences that put them in contact with Job Corps students. Prospective externs/practicum students usually express a strong desire to have active participation with students rather then being involved in research projects or other activities. 
It is essential that we give externs/practicum students experiences that meet their needs, as well as ours. We need to avoid giving externs/practicum students responsibilities that are primarily grunt work in nature, if this is not what they're seeking as part of an externship/practicum. Essentially, we have to avoid, at all costs, simply giving externs/practicum students the types of activities that are the least attractive to us, as part of our jobs, since this is not likely to be a valuable experience for them. 
All externs/practicum students will have a learning contract. This contract can be completed by the externship/practicum coordinator in conjunction with the supervising staff person. 
Written Projects

One of the most valuable experiences for an extern/practicum student is to become involved in some project which results in a "write-up" or a final written product. By doing so, this ensures that externs/practicum students are able to add a product to their resume, which will assist them significantly in their job seeking process. Faculty members who see the products compiled by externs/practicum students are likely to be impressed by the quality of the work, and will be pleased that their students had a valuable and unique experience. 
The types of written products and projects can vary greatly. In designing the projects for them to do, we need to be certain to give them a project that will result in their being either the primary author, or at the minimum, a co-author. Without this type of credit, it is unlikely that the extern/practicum student will have the same investment in the project, and it is unlikely to draw the same respect from the faculty members of their university or referral source. An IRB process needs to be followed through the extern/practicum student academic institution and submitted to the Job Corps Regional and National Offices.

Externs/practicum students certainly can become involved in a project that involves their time for which they are not given authorship. Sometimes an extern/practicum student may become involved in helping to rewrite policies, which do not translate well into a final, independent written product. However, this should ideally be a minimal part of their externship/practicum experience, and any written products which take a more significant amount of their time should ideally be one for which they can be given credit in writing. 
Recruiting Externs/Practicum Students
It is essential that departments on center do not compete for externs/practicum students. Ideally, the strength of our externship/practicum program will attract enough externship/practicum candidates to meet the needs of all interested departments.

Contacts with universities, colleges, and other sources for externs/practicum students will be initiated by the externship/practicum coordinator. In cases where it would be useful to have a different staff member (for example, an alumnus of the college) make the contact, this arrangement will be made with the externship/practicum coordinator.

Prospective externs/practicum students will be assigned to departments on a rotating, as needed basis (see selection process). Therefore, during a chance encounter with college faculty or students which occur as part of your normal job duties, be sure to avoid promising someone that an extern/practicum student will be assigned to your particular department.

Application and Selection Process

The prospective extern/practicum student will complete an application form and will be initially screened by telephone or in-person by the externship/practicum coordinator. Subsequently, the department who has the next opportunity for an extern/practicum student will become involved in the interview process. Sometimes these two steps will occur simultaneously.

A department will always have the option to decline accepting an applicant (and simply skip a turn). In that case, the next department in the rotation will have an opportunity to meet with the applicant, if appropriate.

All externs/practicum students who must be supervised by a professional with a particular licensure will be assigned (if at all) to that staff member, and the extern/practicum student will not be considered as part of the rotation. Additionally, the externship/practicum coordinator, subject to the center director’s approval, will give consideration to the needs of particular externs/practicum students and not necessarily assign them to the next department in the rotation. Examples include a graduate social work student who would strongly prefer working with a licensed social worker, a prospective extern/practicum student whose academic major is specific to one of our departments (e.g., business), or whose weaknesses make them inappropriate for a particular department.

Supervision

Individual supervision and guidance is an essential part of the externship/practicum experience. The supervising staff will provide a minimum of one hour of individual, face-to-face, supervision per week with licensed staff supervisor and an additional hour with another appropriate assigned staff member. Supervision issues, i.e., amount and with whom, needs to be sorted out with the students being recruited and reflect your specific state laws.

College faculty members are invested in the quality of the supervision provided to externs/practicum students. Therefore, keep some guidelines in mind:

· Regard the supervision time as critical. If we want the extern/practicum student to take the externship/practicum seriously, we should not answer the phone, conduct other business at the time, or try to do a supervision meeting over lunch.

· Keep a log of your supervision time with the extern/practicum student (ideally, there will be a form for you to keep this information, and have the extern/practicum student sign off on the form).

· Supervision should be done by the same staff person versus a rotating (i.e., whoever is available) routine.

· Individual supervision means individual; group meetings are not a substitute. Additionally, not providing the necessary amount of individual supervision will compromise the licensure status of externs/practicum students.
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