GUIDANCE FOR MENTAL HEALTH EXTERNSHIP, 
INTERNSHIP AND PRACTICUM PROGRAMS
Special thanks to Dr. Jeff Gottlieb, Center Mental Health Consultant, and the Hubert H. Humphrey Job Corps Center for their assistance in developing this guide.

How to Use this Guide

Have you ever thought about creating an externship, internship or practicum program for graduate students?  An externship, internship or practicum program can provide a great training opportunity for graduate students and enhance services for Job Corps students. It will require that a licensed center mental health consultant (CMHC) is willing to provide the necessary time to develop a relationship with a local graduate program and commit to supervision of the extern, intern, and/or practicum students.  The actual amount of supervision time required will vary by graduate program and needs to be negotiated with the center in addition to your other center responsibilities.  The key here is making it a win win for the graduate student, the CMHC and the center. 
This guide can help you to develop an externship or practicum training program. The forms, guidelines, and documents found on this page have been utilized to create successful programs at other Job Corps centers. Feel free to edit the documents to fit your specific needs.

Below you will find links to help you get started, recruit students, work with human resources, address ethical and legal issues, and assist students through their externship or practicum. 

Part 1: Getting Started

The mission of the 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 and the center will receive enhanced services for students. The goal of the Job Corps is to provide quality academic and vocational training to its Job Corps students. As a result, the philosophy of the Job Corps externship/practicum is to provide quality training for externs/practicum students in intervention with adolescents and young adults – interventions that will increase the likelihood of success for Job Corps students. Essentially, the extern/practicum student is consistently reminded to ask the question: “What can I do to help the student be successful at Job Corps and in the workplace?” 
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. 

Diversity and Multicultural Awareness

The Job Corps externship/practicum program should pay attention to diversity/multicultural issues throughout various training activities, including didactic training, supervision, and actual clinical experiences with our diverse client population. Externs/practicum are provided with exposure to Job Corps students of differing ethnicities, cultures, sexual orientations, socioeconomic backgrounds, religious backgrounds, ages, genders, and abilities. We strive to recruit externs/practicum students who share our commitment to embracing the challenges and rewards of gearing services to such a broad-ranging population. 
· Externship/Practicum Description—This document should be reviewed first. It should be edited to fit your needs, with special attention to those sections that are bolded and italicized. 
· Externship/Practicum Policy—This document can serve as the foundation for the center’s policy regarding externs and practicum students, including undergraduate students that may be used in other departments.
· Memorandum of Understanding (MOU)—This provides an understanding or agreement between you and your Center Director about some of the basics of the intended externship/practicum program. It can help prevent future headaches by either party.

Part 2: Recruiting Externs and 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.

Qualifications

Potential applicants for the externship or practicum must be enrolled in a masters or doctoral level graduate program in psychology and have completed coursework in ethics, formal psychiatric diagnosis, and psychological assessment.

Administrative and Financial Assistance

Externs/Practicum students will have their own computer, monitor, and printer. In most cases, they will have their own office and telephone. Clerical needs are generally minimal, and there is help available for word processing. Externs/practicum students will also have administrative assistance for scheduling students.

There is usually no stipend financial assistance available for externs/practicum students. However, if your center can afford to do so, please consider.

· Summary of Externship/Practicum Training Opportunity—This template can be used to describe your externship/practicum program to local colleges and universities, and thus be a tool for attracting candidates. 

· Sample Promotional Material—Externship fairs may be a means for recruiting externs for your site. Click here for a sample marketing tool for your program that can be used at externship fairs.
· Sample Externship/Practicum Application with Ethics Interview Questions—It is critical to have externs/practicum students that will adhere, both philosophically and in practice, to ethical principles. This template helps will help you interview candidates in this regard. 

Part 3: Human Resources Information and Materials 
An important part of the externship/practicum program is making sure externs and/or practicum students are integrated into the center from a Human Resource perspective and the center has all necessary documentation for graduate students working on center.  Since students are in a training environment, they are not necessarily expected to have the same clinical expertise as a doctoral level licensed psychologist. However, externs/practicum students must meet the same ethical and professional standards as licensed psychologists. These standards include practices relevant to clinical work (for example, confidentiality, boundaries with clients, mandated reporting), as well as meeting standards for professional behavior, appropriate attire, etc.  Students will have the opportunity to experience the role of a mental health professional within a multidisciplinary team in various settings.  A combination of direct clinical experience, seminars, supervision, and selected required readings will help students develop and expand their knowledge of psychotherapy and assessment.

Applicants must provide documentation of medical malpractice coverage. Coverage can be obtained for a nominal fee through the American Psychological Association
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.

Extern/Practicum Student Performance Evaluations and Feedback

Students will be evaluated in a manner consistent with their academic requirements. Evaluation will occur on a quarterly basis during the training year. All staff that assist with training will be involved in evaluations and primary supervisor/CMHC will be responsible for the direct feedback to students and academic programs.

Retention and Termination

It is expected that all externs/practicum students complete the training program. Occasionally, unforeseen circumstances could compromise this process (e.g., illness). When this occurs, the situation will be addressed according to human resources policies with the Job Corps Center.

When performance issues arise, the program will follow a sequence of steps to address the problem until it is resolved. The extern/practicum student will initially receive verbal feedback, and subsequently written feedback (these steps may occur at the same time). If the extern’s/practicum student’s performance continues to be a problem, the academic institution will be notified and enlisted in the problem-solving process when possible. If appropriate solutions have been exhausted, the extern/practicum student may face termination.

Serious ethical violations may also lead to immediate termination. Violation of the employee policies of the Job Corps Center can also lead to disciplinary action, including termination.

· Documentation for Externs/Practicum Students—This document identifies suggested documentation for your human resource department.

· Orientation Checklist—This template outlines the initial tasks that need to be done with the new extern/practicum student.

· Externship/Practicum Evaluation Criteria—This document outlines the criteria by which an extern/practicum student on a center will be evaluated. It becomes an essential document in the event of performance difficulties on the part of the extern/practicum student. 

· Extern/Practicum Student Status Notification—In some states, externs/practicum students must clarify their status in writing before providing services. This form can serve as a template; you should revise as needed per your state regulations.
Part 4: Ethical and Legal Issues

Knowledge of ethical, legal, and professional behavior is essential for the extern/practicum student and center staff.  Externs/practicum students and supervising staff are expected to be aware of and behave in a manner consistent with ethical standards established by the American Psychological Association and conform their professional behavior to state legal statues regarding the practice of psychology or other relevant health areas. 
· Ethical and Liability Considerations—This document highlights some of the ethical and liability considerations for your externship/practicum program.
· Boundaries with Students—This gives the CMHC an opportunity, in writing, to express views on the extern’s/practicum student’s use of self-disclosure, physical contact with students, and how to identify oneself.

· Confidentiality Concerns—This template instructs externs/practicum students on confidentiality concerns with students. It emphasizes some of the differences that exist between the Job Corps setting and the typical community setting for mental health services.

Part 5: Tools to Assist Your Extern/Practicum Student
· Mental Health and Employability Issues—This form prompts the extern/practicum student to identify mental health-related employment barriers in students. It can be used as part of the initial interview.

· Initial Interview Guidelines—This document provides guidelines on how the extern/practicum student can write the initial interview with a student. You will want to amend this form to fit your supervisory style.

· Initial Interview Worksheet—Externs/practicum students can use this worksheet as part of an initial interview to be sure that they are asking the necessary questions and gathering essential information.

· Mental Status Guidelines—Use this resource to teach your externs/practicum students how to write a mental status section of a report.  Sample mental health status sections are included.
· Mental Status Guidelines Exam Forms—The extern/practicum student can use this form as an alternative to writing a mental status section. You will need to state a preference to the extern/practicum student, (i.e., whether to write a paragraph or use this form).

· Initial Interview Sample Reports—Here are two sample initial interviews that allow an extern/practicum student to see how the finished documentation might look.

· Charting Guidelines—This resource will guide the extern/practicum student in how to document interviews and subsequent sessions in a manner appropriate to the Job Corps environment. Documentation of symptoms in the context of employability issues is emphasized.

· Treatment Plans—This document guides externs/practicum students on how to write treatment plans with an emphasis on how treatment plans at Job Corps will differ from those in other settings. 

· Significant Events—This document helps start a dialogue between you and your extern/practicum student about handling crisis and emergencies. 
· Sample Log—Since you typically have to verify (to a university) that an extern/practicum student completed the required number of hours, a sample log is provided.
Terminology Note:  The majority of Job Corps centers will not have internships approved by the American Psychological Association or the Association of Psychology Postdoctoral and Internship Center, but may use the term “intern” to describe a graduate student who provides supervised services on center. Please use the term allowed by your state’s governing board to describe such students. This term may be intern, extern, or practicum student. For this Web page, we will refer to graduate students in training as externs or practicum students. This reflects the majority of graduate students in training at Job Corps.
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