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KHE-AA-164 STUDENT ACKNOWLEDGEMENT AND AGREEMENT

Student name_____________________________

Program _________________________________

Expected Graduation Date___________________

The primary objective of an externship is to provide you with the opportunity to apply the knowledge and skills have gained from your theory and laboratory training.  Externship is an opportunity for you to build upon your strengths and to gain greater confidence and skills prior to seeking employment.  

In order to make this a positive and beneficial experience, please acknowledge your understanding of the following rules, regulations and policies by initialing next to each item.

Student’S
Initials
RULES, REGULATIONS & POLICIES

     
Externship is a required part of your program, therefore, you must complete the total number of hours required at your externship site and earn a final passing grade for your externship training in order to meet your graduation requirements. If you do not complete or pass your externship, you will not be eligible to graduate.

     
You must work with the Externship Coordinator/Administrator to complete all applicable externship requirements (including the Externship Application) prior to externship site assignment.  

     
Your must disclose any criminal record to the Externship Coordinator/Administrator, regardless of when the incident occurred, since a site may have restrictions on certain criminal acts that could preclude your assignment to that particular facility.

     
You will receive an Externship Site Confirmation form, which will include the details of your site assignment (including site name, location, scheduled hours, start date and time).  Be aware that your site may require a personal interview before allowing you to start, which will also be noted in the Externship Site Confirmation form. You must give this form to your Site Supervisor on your first day on-site, as they are required to complete the form and return it to the school in order to “start the clock” on your externship training.

     

You will be required to track your hours completed on-site and ensure your Site Supervisor signs your Weekly Timesheets. The Timesheets should be faxed by you, the student, to your Extern Administrator no later than noon every Wednesday. Remember, in most cases, you will be required by law to sign out for lunch. Your timesheet must accurately reflect all hours that you work at the site excluding any time that you were signed out.  You must complete all required externship hours for your program as defined in your school catalog.

     
In the event that you are employed at the same facility where you are assigned to complete your externship, it is imperative that you document your externship hours separately from your employment hours if you are not enrolled in a program that allows compensation as an extern.

     
If you are sick, have an emergency, or will be late for any reason you must immediately notify your Site Supervisor and your Externship Coordinator/Administrator.  Please speak personally to your supervisor or the person training you if possible – do not leave a message unless absolutely necessary.

     
You must become familiar with and adhere to the externship site's regulations, policies and procedures, and abide by their code of ethics by maintaining strict confidentiality of client/customer information.



     
The Performance Evaluation form will be used to evaluate each of the competencies you are required to perform throughout your time at the site.  Your Site Supervisor will complete the evaluation form (signed and dated), and submit to your Extern Admin/Coordinator when your externship hours are complete.  Your Extern Coordinator/Instructor on Record will use the Performance Evaluation results as a basis for determining your final grade for the course.

While assigned to your externship site, you must successfully perform or observe a minimum of 75% of the competencies listed on your performance evaluation form.   The Site Supervisor may mark a maximum of 25% of the skills as “observed” if you actually watch the skill being performed at the site and discuss the procedures and techniques with the site supervisor.

     

It is advisable to request a letter of recommendation from your site supervisor, which could be invaluable during your job search!  Provide your letter of recommendation and a copy of your most recent resume (including your externship experience) to the Career Services Department so they can assist you in obtaining employment upon completion of your externship.

     
If you are terminated from your externship site, you must meet with the Externship Committee to determine whether you will be assigned to another site.  The circumstances of your dismissal from the site will be a major factor in this decision.  If you are dismissed for violation of the standards of conduct as set forth in the catalog, then assignment to a second site will constitute a course repeat and none of the previous externship hours will be carried over the new site.  The cost of a repeated course may be charged against your account.

I HAVE READ THE STUDENT ACKNOWLEDGEMENT AND AGREEMENT.  I UNDERSTAND THAT MY CONDUCT AND/OR FAILURE TO COMPLY WITH THE SITE’S REGULATIONS MAY RESULT IN MY DISMISSAL FROM THE EXTERNSHIP FACILITY AND POSSIBLE TERMINATION FROM THE SCHOOL/COLLEGE.

I ALSO HEREBY AUTHORIZE THE RELEASE OF MY RESUME, REFERENCES, TRANSCRIPTS AND ATTENDANCE REPORT FOR THE PURPOSES OF SECURING MY EXTERNSHIP OPPORTUNITY AND POTENTIAL EMPLOYMENT OPPORTUNITIES.

Student's Signature






Date

Externship Coordinator/Administrator’s Signature


Date
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