ORIENTATION CHECKLIST FOR INTERN/PRACTICUM STUDENTS 
(UNDER SUPERVISION OF CMHC)

___
Interview with internship coordinator

___
Finalize learning contract

___
Interview(s) with staff/departments which will be part of the internship (e.g., Health & Wellness, Counseling, TEAP)

___
Develop work schedule


___
Develop supervision arrangement (e.g., what time each week, duration)

___
Meet with human resources

___
Arrange for keys

___
Arrange for office space

___
Where to eat

___
Tour of primary area(s), including restrooms, where to leave valuables

___
Provide orientation folder/materials**

___
Discuss confidentiality, self-disclosure, physical contact, fraternization, dress code 

___
Provide phone list, including emergency contacts and crisis procedures

___
Meet with Health & Wellness Manager and other Health & Wellness and Counseling staff

___
Parking

___
Picking up your mail

___
How to turn in your schedule to Health and Wellness secretary

___
Finding students for appointments

___
Discuss written project

___
Discuss in-service presentation

___
Discuss conflict resolution process

Orientation folder should ideally include:  

· Description of duties, including information on Job Corps and its employability focus (Job Corps Practicum Description for Students handout), a review of relevant parts of the CMHC Orientation PowerPoint presentation and the CMHC Desk Reference Guide (DRG)

· Charting Guidelines for Interns/Practicum Students

· Mental Health and Employability Issues Handout
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