INTERNSHIPS AND PRACTICUMS
CHECKLIST

Application for employment completed and submitted to HR Director.

	Two letters of recommendations (one of which needs to be from the department internship supervisor) included with application packet.

	Internship requirements outline (written document from school indicating activities and experiences recommended or required to meet the expectations of the internship experience).

[bookmark: _GoBack]	Interview with Cathedral Home potential supervisor and/or HR Director.


Bachelor level internships/practicums: 

Internship/Practicum opportunities at the Bachelor’s level are limited to front-line interactions with the residents similar to the responsibilities of a Youth Worker position.  Depending on the requirements and expectations of the academic program, other administrative and counselor assistant duties may be possible.

Master level internships/practicums:

Internships/Practicums at the Master’s level in any clinical field (i.e. social work, counseling, etc.) require formal enrollment in an internship/practicum class, an agreement with the agency and academic program about the suitability of the experiences offered, and an agreement about the clinical supervision that will take place during the internship/practicum.  Because internships/practicums at the clinical level may involve direct client care, the integrity of these agreements is critical.

Administrative internships:

The structure is developed on a case by case basis but all above requirements are the same.  Considered are the needs of the applicant, the applicant’s experience/education, the internship’s requirements and the needs of Cathedral Home.  Areas/departments where internships have previously been arranged include:

· Human Resources
· Marketing/Development
· Recreation/Youth Group
· Education
· Disability Studies
· Administration (office assistant)
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