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Congratulations! You made a smart decision to pursue an experiential learning opportunity that will help hone
and develop your skills and accelerate your path to a rewarding career. An externship is driven by individuali:
learner experiencesthus it is about your interests and goals. This should be couched within the framework of
the learning objectives of the Applied Psychology Externship, which closely follow the

American Psychological Association’s Guidedind€regon’s Tech’s essential student learning outcomes.
These guidelines and outcomes include:

e Apply academic knowledge and skills to career goals

e Exhibit selefficacy and selfegulation

e Enhance project management and communication skills

e Understand and matain ethical and social responsibility standards
e Develop meaningful professional direction for life after graduation
e Teamwork

e Communication

e Diverse Perspectives



wish to participate in externship.



Activities that Count Activitiesthat Don’'t Count

Time spent at the site Local travel to and from the externship site

Time spent traveling to activities that site st Anything not listed undéictivitiesthat Count”
count as time spent working

Training activities at other sites

Time at the site or offite reading policy manual
best practices literature, and other externst
related materials (not to exceed 20% of ext
hours)

The exten will record time spent on externship on the time sheets included in this packet and submit them wit
their final portfolio. The site supervisor will check and sign the time sheets wkeégklthe responsibility of the
extern to keep track of and seek signatures from their supemisarregular basis

EXTERNSHIP ORIENTAMIERTING

Prior to the final approval and start of an externship, there will be an orientation meetingithiaclude the
Externship Coordinator, extern, arsite supervisor. This meeting normally occurs at the exk#pnsiteor via
phone/Xype This meeting igiandatoryand must be held before the studergdins their extern hours. Eh
should be arranged to meduring the middle of the term that precedes the externskigr example, this
meeting would take place the springterm for a fall term externship Normally, this ighe only meeting at
which the ExtershipCoordinator is present. It is the responsibility of the externsaegupervisoto contact
the coordinator at any time if any questions or difficulties arise.

GRADING

Note: forms can be fillegut via the links on the externship webpdgat are sent directly to thexternship
coordinator (midterm evahtion, final evalation), though it may be most beneficial to have them completed on
paper to be handed back to the student, prior to inclusiahé portfolio.

Midterm ReviewThe exterrwill meet with their field supervisor to complete the midterm evaluation. This
review will be completed when the extern is about biadf-of the way through theexternshiphours The
forms for this evalationare included in this manuafter the evaluation has been completed, the extern
will copy theevaluation and supply the copy to the Externslapr@inatorwithin one business dayaan
attachment in an emailThestudent keeps theriginalin orderto put it in the portfolio for final

submission.

Final ReviewThe exterrwill meet with their field supervisor to complete the final evaluatioce all hours
have been loggedThe forms for this evaluati are included in this manudlou should review this form
and be familiar with all component) you are aware of expectations. The completeddwvallation will
be placed in the portfolitor final submissian



Final Grada he final grade will be based on the portfolidich includes the evaluations from the
supervisor If the portfolio is not received by the end of the grading period for which the extern is enrolled
in the course, the extern will be given an incomplete for one term. If the portfolio is not received by the en:

of the nextterm, the grade will automatically convert to an F.

AGREEMENTS (CONTRACTYS)

Oregon Teclmusthave a signed contract in place with the exsiipsite before the studnt can begin their
externship. T



depending on the situatiopou may be able secure an alternate placement for that teron you may fail the
externship in more extreme situatians

DUAL RELATIONSHIPS

Externs are to avoid “dual relationships” and are not to form p



accomplishments of externship. These are factored into the final grade.

Performance and Gradeorms have been prepared for supervisors to evaluate externs’ “job performance” and
to assign grades. The grade depends largely on “work” expectatichsas reliabilitypunctuality, and other
considerations that are important in job settindéote: forms can be filled out and emailed to the







be filled, and there were no exceptional or solid candidates in the applicanEgteshs earningsGvould
normally be expected to ba the lowest 50% afollege graduates applying for an appropriate position at the
site.

Meetsfew of the performance standardscpected of entrjevel college graduatesThe site supervisorould

be very unlikelyo recommend hiring this person even if an appropriate job opening were avaiatdms

earning Ds would normally be expected to be the lowest 25% of college graduates applying for an appropriat
position at the site.

Meets virtuallynoneof the performance standards«pected of entry level college graduates. The site
supervisor wuld not recommend hiring this person even if an appropriate dewsl job was available, and
there were no other candidates for the joBxterns earning Fsowld normally be expected tme the lowest
10%of fresh college graduates applying to an appropriate position at the site.





https://www.oit.edu/academics/degrees/applied-psychology/externships

Orientation to the Extertsp SiteChecklist

Supervisor: Please initial and date as each of the following areas is covered with the Extern. Make any notes
wish to add in the space provided.

Initial: A. Familiarity with the facility, location of key resources (oéggoment, elc.)

Date:

Initial: B. Explanation of agency'’s position and purnpose(s) in the comméncy’s mission,
goals and objectives

Date:

Initial: C. General parameters of extern responsibilfgxtern’s relationships wigarticular staff,
including taking assignmentstedit supervision, and evaluation.

Date:

Initial: D.Other employees’ duties and responsibiliti€sxtern introduced to staff and manageme
and their positions and roledMay be provided an organizatal chart.

Date:

Initial: E. Relevantritical rules, policies, procedurdsgal & ethical issues.q., confidentiality,
relations with clients, sexual harassmedtscrimination, healthand safety.

Date:

Initial: F. Referral Processé&®urcesand proceduresf referrals, kinds of cases referred,
marketing andother recruitment efforts.

Date:

Initial: G. KEY inteagency relationships or networké/ho are the most important partnerships?
How do these partnerships work and benefit each other?

Date:

Initial: H. Office and employee safely procedyres., fire, client conflict, hostage situations,
hazardous materialand biological samples.

Date:

Initial: |. OTHERELEVANIRIENTATION TOPICS NOT LISTED ABOVE

Date:
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MIDTERM EVALUATION FORM
Oregon TecppliedPsychology Program

After completed, please return to the student, complete online at
https://www.oit.edu/academics/deqgrees/apphbsdchology/externshipser emailto alishia.huntoon@oit.edu

Extern Name: Date of Evaluation: / /

Placement Site: Supervisor:

Please note any problems or areas of apparent strengtheaknesses.

|. Basic Work Expectatioagendance and punctuality, notifies of absences or tardiness, reliably completes
assignmentds responsive to norms about clothing, language, etc.

Comments

Il. EthicalAwareness and Conduitquiriesabout policies demonstrates awareness and sensitivity to ethical
issues of confidentiality, dual relationsi limits of extern responsibilities, etc., and consults with others about
ethical issues when necessary.

Comments:

lll. Knowledge and Learning responds appropriately to othets#s the capacity to learn new
approaches/techniques and acquires other information; demonstrates competence in verbal and writte
communications.

Comments:
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FINALEVALUATION FORM

Include in Portfolio

Extern Name: Date of Evaluation: / /

ExternshiSite: Supenisor:

Basic Work Expectations:

Doesn’t Did Not Activity
Meet | Meets | Exceeds| Observe

Arrives on time consistently
Manages and uses time effectively
Informs supervisor and makes arrangements
absences
Reliably completes requested or assigned t:
on time
Completesrequired total number of hours ¢
days on site
Is responsive to norms about clothing, langua
etc., on site

Comments:
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Ethical Awareness and Conduct:

Doesn’t
Meet Meets Exceeds

Did Not
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Response to Supervision:

Doesn’t
Meet Meets Exceeds

Did Not
Observe
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Interaction with Coworkers:

Doesn't Activity
Meet Meets | Exceeds
Comfortablanteracting with staff members
Works effectively with staff
Comments:
Documentation
Doesn't Activity
Meet Meets | Exceeds

Keeps records in a timehshion

Keeps accurate records
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8. Describe any networks of services in which your placemerns $iteolved and the kinds
of collaboration and cooperation that exigigh your extern site agencyWhat barries
to effective operations exist?

9. Answer the following questions related to employment in the field of work you
experienced during your externship:

a.

b.

e.

Whatare your chances of getting an entry level position in a field related to your
externship?

If an entry level job was not available, what other possibilities related to your
externship exist?

Describe salary ranges and benefits for entry level, midcameeisenior employees

in the field

Describe career ladders related to this field and the conditions under which you might
pursue them.

Are you personally suited for this kind of woN#hat is your current career goal?

10.You spent a lot of time and effort developing skills that are important for employment. What
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SUPERVISOR/SITE EVALUATION FORM

Oregon Teckpplied Psychology Extern Program
Include in your portfolio

Placement Site:

Supervisor:
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	PREREQUISITES OF EXTERNSHIP

