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I.
PRELIMINARY PLANNING


Your first year of law school is not too early to begin planning for an externship.  Based on our relationships with a variety of legal employers, our externships offer a unique opportunity to gain practical experience outside the classroom.  By participating in an externship, you will greatly enhance your legal education from the field experience, distinguish your resume to prospective employers, and be more prepared for legal practice after graduation.  Select Field Supervisors allow students to become certified by the state and appear with them in court.  In addition, externships also have the potential to open up future job opportunities. Externships often provide references and professional contacts useful in seeking permanent employment. Occasionally, students have received full-time job offers following their externship or as a result of their placement in a specific setting.

Even though you cannot participate in an externship until your first summer, you will want to think about whether an externship would be beneficial for you and what type of experience you would like to have.  Start by looking at the list of available externships in the Law Bulletin or at www.valpo.edu/law/academics/externships. This list includes the various externships along with the pre- or co-requisite courses needed and the application process of each.  Plan ahead to meet the pre- or co-requisites so that you will be eligible to apply.  Remember that not all courses are offered every semester; plan accordingly.  Note the variety of experiences available, from judicial to public interest externships to private firms or corporations.  Be sure to begin the application process soon enough to be considered for the externship.  The Externship Director will post the open positions on EASElaw in October for spring openings and February or March each year to inform students of the externships that are seeking new candidates for the future semesters.     

If you wish to create a new externship, speak to Lisa Cannon, Externship Director. Please be aware of the deadlines as you will need to allow extra time to establish a new externship.  The formal extern proposal must be submitted to Lisa Cannon by February 10 for the summer or fall of the next academic year and October 10 for the following spring semester.  This is required to allow the Curriculum Committee ample time to review the proposal and make recommendation to the faculty at their monthly meeting.  

II.
APPLICATION / SELECTION PROCESS


A select group of Field Supervisors will visit the law school each spring to choose their future externs for the following three semesters (summer, fall and spring). Other Field Supervisors prefer to receive resumes directly (and other materials, such as cover letter, transcript and writing sample) a few months in advance of the semester in which you plan to enroll. Most employers who visit campus will schedule their interviews between February and April of the spring semester.  The status of future externship placement will be updated each October for the following spring semester and in March for summer and fall externships.  The open positions will be listed in EASElaw and applications will be accepted in the same manner. Please pay special attention to all materials requested for each employer application.  The Externship Director will collect resumes for the Field Supervisors who have openings and request applications but do not plan to come to campus for interviews. 

After the campus interviews or resume submissions, the Field Supervisor may contact the student directly by mail or phone to offer the position to him/her or schedule an interview if they did not visit campus.  They may also ask the Externship Director to contact the students on their behalf.
III.
REGISTRATION / DROP/ADD
Once you have been selected for an externship, either through the on-campus interview or the resume-direct application procedure, you must enroll with the Registrar’s Office to add it to your class schedule to receive academic credit. This must be done in person and is not available through the on-line registration in DataVU. The registration form is available online at www.valpo.edu/law/academics/externships.  Please confirm that the externship shows up on your schedule before you begin and before the semester drop/add deadline or you will not receive academic credit for any hours worked.  All externships are limited to a maximum of three credits in one placement.  (One credit = 45 hours of work, Two = 90, Three = 135.)   

You may only drop an externship within the first week of the semester, and then ONLY with the permission of the Externship Director.  Withdrawal after that deadline requires the permission of the Field Supervisor and written permission of the Associate Dean of Academic Affairs on a withdrawal card in the Registrar’s Office.  
IV.
ENROLLMENT

Once you have been selected for and have registered for the externship, plan to attend an orientation meeting with the Externship Director and Faculty Supervisor during the first week of class. At this meeting, you will receive the syllabus for your externship, which includes semester deadlines for time logs, journals, work product, and evaluations.  Also, contact the Field Supervisor to verify that you will be enrolled in the externship and to establish your starting date, ending date, and work schedule.  Unless informed otherwise, you should arrange to begin working the first week of classes.  

V. 
LEGAL INTERN CERTIFICATION
Select Field Supervisors, such as those in the Prosecutor’s, Public Defender’s, Legal Services’ or U.S. Attorney’s Offices may request that you obtain a Legal Intern Certification (Indiana Rule 2.1 or Illinois 711 License).  “A legal intern may interview, advise, negotiate for, and represent parties in any judicial or administrative proceeding in the State, provided all activities undertaken are supervised and approved by an attorney who is a member of the Bar of the State. The personal presence of a supervising attorney is required in any proceeding in open court.  An Attorney, who is a member of the Bar of the State and who wishes to sponsor and supervise an extern as a legal intern, shall so advise the Board of Law Examiners.” (Indiana Rules of Court, Rules for Admission to the Bar and the Discipline of Attorneys, Including Amendments Received Through July 1, 2005)  These forms are available in the Career Planning Center and from the Externship Director.
VI.
STUDENT GUIDELINES DURING THE EXTERNSHIP


a.
Requirements for all Externs


All externs must keep a daily time log, journal, a work product file, and complete evaluations of the Field Supervisor and the extern placement. These materials must be typed and turned in to the Externship Director for placement in your externship binder (hand-written notes will not be accepted).  Student externs are expected to work at least 45 hours per academic credit.  For a three credit externship, a student must work 135 hours or approximately 10 hours per week during the 14 week semester.   Academic credit will not be awarded if a student is receiving financial compensation for their work. This applies to students receiving the Summer Public Interest Scholarship (SPIS) as well. Individual externships may have limited enrollment.  A student may not participate in an externship before successful completion of the first year curriculum or 30 credit hours.

1. Daily Time Log

As a lawyer, you will need to keep track of your time for billing purposes.  Also, the Faculty Supervisor, who awards your credit, needs to verify that you fulfilled your hourly requirements.  Your entries simply need to indicate date, task (with specificity and classification) and amount of time spent on same. Please total your hours prior to placing time log in your extern binder. NOTE: At mid-term, your hours to date should be approximately half of the required hours needed to complete the externship.  Otherwise, students may have difficulty in completing the requisite number of hours during the semester. You should use the Daily Time Log form that is provided in the forms portion of the Syllabus and also available on the externship website, http://www.valpo.edu/law/registrar/externships.php.  By the end of the semester, your hours must add up to at least the number of hours required for your particular externship.  Be sure to detail how you spent all your time; you should be doing law‑related tasks, not clerical tasks, to receive academic credit.  Your Field Supervisor must sign your time logs.  You will turn in your time logs to the Externship Director at least twice during the semester (dates listed on your syllabus).   Reminder, you have to complete 45 hours of work per credit hour enrolled.  Time spent commuting to and from the Field Office does not count toward the required number of hours.
2. Journal / Final Analysis and Reflection / Final Paper
We require that you write a journal entry for every day that you spend in the workplace.
The journal is not supposed to merely indicate what you are doing (the time log function), but, more importantly, be where you record your reflections of what you are experiencing. Treat it as if it were a personal/professional diary.  What surprises you? What successes and failures have you encountered?  What have you learned about your particular segment of the legal profession and practice, and how has that influenced your personal and professional goals?  The Faculty Supervisor relies heavily on the journal in determining whether your experience merits academic credit. Please type your entries as hand-written notes will not be accepted.  Non-Judicial externs will not be required to write a final paper, but your final journal should include a “Final Analysis and Reflection” entry of about a page or two in length. The purpose is to draw the entire experience to a close and to take some time to reflect on what was gained through the experience. State Judicial Externs must write a 3-5 page paper, double-spaced and may be shared with future externs interested in working with a specific employer.  You should discuss and analyze your experiences in light of your formal education. 


3.
Work Product




Keep a file of all your final copies of written work product.  You will turn this file in to the Externship Director at least twice during the semester.  Before turning it in, make sure that any confidential information is redacted and that your Field Supervisor approves of its submission. Also, please remove all staples before placing your work in your binder. On many occasions, your work product will become an excellent writing sample for prospective employers.  Take time to do it well.  If you are unable to submit work due to confidentiality, please note this in your work journal.


4.
Mid-term and Final Evaluations of the Student


The student is responsible for getting the mid-term and final evaluation forms to the Field Supervisor for submission to the Externship Director, both at mid-term and at the end of the semester. The evaluations are available in this Handbook and on the externship website, http://www.valpo.edu/law/registrar/externships.php.  It is imperative that your supervisor send his/her evaluation to the law school by the deadline requested to avoid an “Incomplete” on your grade report.



5.
Student Evaluations of Field Supervisor and Placement




You will fill out evaluations of the Externship and Field Supervisor (Part I) and Externship Director (Part II) at the end of the semester on a form available on the externship website listed above.  Please include these forms when your externship is completed.
VII.
FIELD SUPERVISOR GUIDELINES
Students at Valparaiso University School of Law have a special opportunity to work and learn as an extern for as few as 45 hours to as much as 135 hours per semester.  Your role in the program is vital, for it is your frequent contact with and mentoring of the student extern that allows the extern to grow and learn in unique ways.  You are asked to spend as much time with the student as a teacher and role model as is practical. The law school views your responsibility similar to that of an adjunct faculty and the externship comparable to a law course.  
The student extern is earning academic credit and, therefore, odd‑jobs and clerical work should be kept to a minimum. The student needs to learn by doing the work of an attorney and by discussing with you things that you both observed. Supervisors have found that orienting the student to the workplace at the beginning of the externship saves time later. Allowing the student to “shadow” an attorney and then discuss the student’s observations and questions is an excellent way for the student to learn. To maximize learning, try to include the student extern in as many aspects of your work as possible. When a student performs research and writing in a case, include the student in counseling the client, taking a deposition, mediating the dispute, arguing a motion, and other events, when possible.

Student externs must complete 45 hours of fieldwork for each academic credit. When hours will be scheduled should be agreed upon mutually by the extern and field supervisor at the time of acceptance or prior to the start of the semester. Fieldwork must be completed by the last day of the semester’s classes at the law school. Students may wish to complete the hours one week before the end of the semester in order to allow extra time for exam preparation, if that is agreeable.

Fieldwork must be completed under the direction of a licensed attorney (Field Supervisor). We prefer that the extern hours be completed on site.  It is important that the extern have a work station and access to the tools necessary to complete the assigned tasks.  If students are to receive work from several people, there must be one attorney who is the student’s primary supervisor. This person should be aware of the range of the student’s assignments and should resolve any conflicting priorities that arise.  The supervisor should also be available to discuss with the student any problems that arise in the placement and should be the individual who completes the mid-term and final progress evaluation.  
One of the most useful aspects of the externship program is the opportunity for students to think about elements of lawyering not easily taught in law school, such as building a legal strategy, making predictions based on experience, and grappling with professional responsibility problems. It enriches the student’s externship.  
We ask that you complete a written evaluation of the student at mid-semester (after approximately six-seven weeks) and at the end of the semester. These evaluations are available online at http://www.valpo.edu/law/registrar/externships.php. The mid-term evaluation will be shared with the student so that the student is assured of feedback while time remains to improve. We encourage you to go over your evaluation with the student at the time you return it to the school. 
Of course, we hope that giving feedback through conversations is a regular occurrence on the job. If the Externship Director or Faculty Supervisor can be of assistance in any way in speaking with the student, do not hesitate to call.  
Educational Objectives of the Externship Program


The educational objectives of the externship program are:

1. 
To promote student understanding of the law in an applied setting by involving


the student in decision-making, problem‑solving, and strategizing;

2.
To enhance the student's professional skills in areas such as client interviewing


and counseling, negotiating, legal drafting and writing, and advocating; and

3.
To provide the student an opportunity for critical reflection on the attorney's role


in various legal institutions and in society from the unique perspective of a


participant‑observer.

The Externship Program is reviewed at the end of the academic year by the Academic Externship Director and Curriculum Committee as they consider the following factors:



1. 
Adequacy of instructional resources,



2. 
Pre‑requisites for student participation,



3. 
Number of students participating,



4. 
Amount of credit awarded to each student,



5. 
Evaluation of student academic achievement,



6. 
Qualifications and training of field supervisors,



7. 
Evaluation of Field Supervisors,



8. 
Evaluation of Faculty Supervisors, and



9. 
Visits to field placements.

Faculty Supervisor

In addition to monitoring the student extern, the Faculty Supervisor or Externship Director is available to offer you support. Usually a telephone call will clear up any questions you might have. The Faculty Supervisor or Director may also make a visit to the work site either once a year or once a semester, depending on the type of externship. Should the need arise, the Faculty Supervisor is also available to make interventions with the student extern.

The pass/fail evaluation is based on the work performed at the placement and the time logs, journals, assignments, attendance, and the Field Supervisor's written evaluation.  These materials provide a way for the student to practice becoming “reflective” during the legal externship and in the practice of law.
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