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MSU College of Law Externship Program 

Step 3: Externship Site Supervisor’s Guide 

and 

Student Extern, Site Supervisor, and Externship Director Agreement Form 

Instructions: Student should read and sign, submit to site supervisor to read and sign,  
and submit to CSO 

 
Overview_____________________________________________________________________ 
 
Thank you for your participation in the Michigan State University College of Law Externship Program.  
The Externship Program is an integral part of the Law College’s academic curriculum and provides an 
experiential learning opportunity that exposes students to the practice of law beyond the classroom in a 
legal practice setting.  The externship is a collaborative opportunity between the supervising attorney, the 
student, and the faculty member, to prepare law students to be good lawyers, and allows students to 
mindfully integrate legal theory and legal practice.  The partnership is a means of achieving educational 
and professional objectives such as developing or enhancing professional skills and responsibility, 
improving legal research and writing skills, and acquiring knowledge of legal process and practice.  It 
also provides an opportunity for students to establish professional relationships with practitioners in the 
legal community.  MSU appreciates that the success of this program depends upon the efforts and quality 
of the site supervisors.  Accepting externship students entails additional work and time on the part of the 
site supervisor, attorneys, and staff at the placement office. The law school is grateful and expresses its 
sincere thanks. 
 
This document outlines the minimum standards expected of site supervisors, faculty supervisors, and 
students who receive academic credit.  All externships consist of two components: (a) a work experience 
under the supervision of the site supervisor; and (b) an academic component under the supervision of the 
faculty member and director.  
 
Educational Objectives of the Program___________________________________________________ 
 
The general educational objectives of the program include: developing professional skills, values, and 
judgment; learning about professionalism, the practice of law, and the legal system; and becoming 
reflective practitioners with the capacity for self-directed professional growth.  It is imperative, therefore, 
that students work directly under the supervision of an attorney or judge and that such supervisors are 
aware of the educational objectives of the program. 
 
Each extern receives academic credit for work at the placement in conjunction with a seminar the student 
completes. To ensure that students’ externship experiences satisfy the academic requirement, MSU 
College of Law requires that students perform projects that practicing attorneys would perform in the 
agency or organization in which they are placed, and/or have the opportunity to take part in or observe 
interactions and proceedings in which attorneys are involved.  
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Students may not receive academic credit for positions that consist primarily of clerical activities, such as 
excessive photocopying, word processing, filing, or answering phones that would not be regularly carried 
out by practicing attorneys in the office. The position you offer can be paid or unpaid, but MSU College 
of Law will not be involved in compensation matters. While the ABA no longer has a rule prohibiting an 
externship site from compensating students for their work, financial considerations must not interfere with 
the objectives of the externship program or the supervisor’s role of facilitating a learning environment.  
The Law College will not monitor any compensation paid to students, and any financial arrangement is 
between the externship site and the student. 
 
Externs work a minimum of 12 to 15 hours per week over the 14-week semester in fall or spring, (or the 
10-week semester in summer), and receive course credit for the experience.  Credit is allocated based on 
the number of hours a student works during the semester.  A 3-credit externship requires 160 hours of 
work, a 6-credit externship requires 320 hours of work, and a 9-credit externship requires 480 hours of 
work.  Students may apply a maximum of nine externship credits toward their degree, and these credits 
can contribute to satisfaction of the American Bar Association’s experiential learning requirement.  
 
In addition to fieldwork, the externs participate in a seminar led by faculty members and they create a 
learning plan to map their objectives and goals, submit reflective writing assignments, and participate in 
discussions with other externs.    
 
Governing Rules______________________________________________________________________ 
 
The Law College’s Externship Program is governed by (1) the American Bar Association Standards and 
Rules of Procedure for Approval of Law Schools Rule 304, Simulation Courses, Law Clinics, and Field 
Placements; and (2) the MSU College of Law’s Externship Policy.  The purpose of this document is to 
help the parties achieve the educational and professional objectives as envisioned by the Externship 
Policy, and to faithfully meet the requirements as set forth in ABA Rule 304.  If any party has questions 
or concerns regarding any of the governing rules, please contact the Externship Director, Prof. Jennifer 
Rosa, at rosaj@law.msu.edu.  
 
Externship Work Content 
 
Students are required to perform legal tasks such as research, analysis, investigation, counseling, or legal 
writing.  Non-legal clerical or other tasks should not be a significant part of the students’ experience, and 
should be kept to a minimum. 
 
Students should be provided with an opportunity to discuss legal issues of concern in the externship with 
attorneys or judges at the placement, and should be provided with an opportunity to meaningfully observe 
the inner workings of the legal system.  Some observation of court proceedings or other legal functions is 
appropriate, but should not form the basis for the externship.  
 
At the beginning of their externship, students will be required to create a Learning Plan, a document that 
outlines the goals and objectives for the experience.  This assignment is evaluated by the supervising 
professor, but should also be shared with the supervising attorney or judge at the placement.  Ideally, this 
will form the basis for a strong partnership between the externship student and supervisor to ensure that 
the experience is most beneficial. 
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Externship Supervision 
 
At the beginning of the externship, students should be introduced to the working environment, to 
available support resources, and to the attorney’s or judge’s staff with whom the students will be working. 
 
The supervising attorney or judge in every externship placement is responsible for seeing that all 
students’ work assignments are properly supervised. Proper supervision requires that each student be 
given adequate and appropriate direction in work assignments, including a sufficiently detailed 
description of the problem assigned, the time within which the work should be completed, access to the 
appropriate resources, and contact with the supervising attorney or judge for further guidance, if 
necessary. The supervising attorney should also provide feedback on the students’ work product.  
Although students are expected to be resourceful and take initiative, students should not be isolated both 
in terms of the environment, and also in terms of supervision and feedback.  Substantial access to the 
supervising attorney or judge for guidance and advice must be an integral part of every externship 
experience. 
 
Students are required to keep detailed time sheets of the number of hours they work at their externship 
site with a description of the kind of projects in which they are engaged, and they submit these time sheets 
to the Law College.  This requirement encourages students to get in the habit of tracking their hours and 
to think about how they are allocating their time.  
 
Evaluation 
 
Students should receive periodic review of their performance in the program from the supervising 
attorney or judge, along with an opportunity to discuss broader issues that may go beyond the specifics of 
a single work assignment.  At the completion of the externship period, site supervisors are responsible for 
providing an online evaluation of the students’ work, and are encouraged to share the evaluations with the 
students.   
 
The assessment of the students’ final grade is based on their overall performance at the placement office, 
and on their work in the externship seminar class. The Externship Director considers the site supervisor’s 
evaluation, the timely submission of time logs, evaluations, and performance in the seminar, including 
class preparation and participation, and assigns a pass/fail grade accordingly.  
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Student Extern, Supervising Attorney, and Externship Director Agreement Form 

 
 

Student Name 
 

Name of Externship Organization 
 

Supervisor Name (Prefix, Name and Title) 
 

Address of Organization 
 

(Area Code) Telephone Number    (Area Code) Fax Number 
 
 

Email Address of Supervisor 
 

 
STUDENT EXTERN AGREEMENT: 
 
The extern should fill in the necessary information and initial each standard.  As an extern, I agree to the 
following: 
 
_______ Professionalism: I agree to follow directions, seek clarification and advice in a timely manner, 
and comport myself with professionalism and integrity, including maintaining compliance with the Rules 
of Professional Conduct and policies applicable to the placement as well as protecting all confidential and 
privileged information. 
 
_______ Learning Goals: I will create goals for the semester of how I plan to develop professionally and 
will discuss these with my site supervisor and submit them for feedback to my faculty supervisor. 
 
_______ Academic Component: I agree to complete in a timely manner all required readings, 
evaluations, and/or other assignments requested by the faculty supervisor. 
 
_______ Opportunities for Reflection: I will reflect on the observations, experiences, ethical 
considerations, and other issues that arise during my externship.  As directed by my faculty supervisor, I 
will submit reflection papers analyzing my experiences.  In so doing, I will be mindful of my 
confidentiality obligations. 
 
_______ Self-Evaluation: I will strive to self-assess on each assignment I complete, including an 
analysis of what I did effectively and areas of improvement.  When possible, I will discuss my self-
assessment with my faculty and site supervisors.   
 
The start and end dates of my externship are: 
 
Start Date:__________________________  End Date:________________________________ 
 
Number of credits I seek for this externship:________(#) 
I understand that to receive credit, I must on average work _____(#) hours per week for ______(#) of 
weeks, for a total of ______ hours during the semester.  
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EXTERNSHIP SITE SUPERVISOR AGREEMENT: 
 
Please fill in the necessary information and initial each standard.  As a site supervisor, I agree to the 
following: 
 
 
_____Externship Site Supervisor’s Guide: I have read the MSU College of Law Externship Site 
Supervisor’s Guide above, and agree to follow the educational goals and program guidelines, 
understanding that the Student is the primary beneficiary of the Externship Program and that the purpose 
of the Program is to allow the student to learn from the experience of working as a lawyer.  
 
_____Orientation: I will ensure that the extern receives an orientation, including a discussion of office 
procedures and confidentiality, and an overview of the work and expectations. 
 
_____ Communication: I will inform the extern of the system for assigning work projects and ensure 
s/he is given clear deadlines and will receive ongoing guidance for managing the workload. 
 
_____ Assignments: I will provide externs with work assignments that are diverse, expose them to a 
wide range of lawyering skills, and are reflective of the kind of work regularly performed by attorneys.  
Assignments may include drafting documents and pleadings, researching and writing memoranda, 
interviewing clients and witnesses, attending conferences, negotiations or mediations, and observing or 
participating in meetings, depositions, or court proceedings.  At times, this might include opportunities 
for observation of the legal process, but this should serve only as a complement to more substantive legal 
work. The assignments will include multiple opportunities for performance and feedback, and 
administrative work will be kept to a minimum. 
 
_____  Supervision & Feedback:  I will be responsible for overseeing the externs’ work, providing 
regular and timely feedback,  and mentoring them throughout the semester.  If the quality of the students’ 
work or the professionalism of the student is unsatisfactory, I will contact Prof. Jennifer Rosa 
at rosaj@law.msu.edu or (517)432-6971. 
 
______ Site Supervisor Accessibility and Opportunities for Reflection: I will attempt to meet with the 
student at least weekly to provide feedback and support on assignments. I understand that supervising 
students remotely is not allowed, unless special permission is requested from the Externship Director. 
 
_____  Logistics: Externs will have a designated work space and access to the tools (computer, library, 
phone) required to complete their assignments. 
 
______ Forms: I will comply with the school’s evaluation requirements, including reviewing any 
learning plan, and completing and submitting to MSU College of Law an online evaluation of the 
students’ performance at the end of the semester. 
 
______ Legal Compliance: My organization is responsible for ensuring that our labor and employment 
practices are in compliance with state, local, and federal laws as related to the externship. 
 
______ Bar Admission/Status: I certify that I am currently an active member of a State Bar. 
 
_____ Compensation: I understand that MSU College of Law does not prohibit students from receiving 
compensation for the work they perform while receiving academic credit during an externship.  However, 
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the Law College will not be responsible for monitoring any compensation provided and any issue 
regarding money exchanged is solely between the externship site and the students. 

[Please check one]: 
 

 ______ The student WILL be compensated for this externship. 
 

              The student WILL NOT be compensated for this externship. 
 

_____ Hours:  Externs are required to work a minimum of 160 hours over the course of 14 weeks (10 
weeks in summer) during the semester to earn 3 academic credits, 320 hours for 6 academic credits, or 
480 for 9 academic credits.   
 
Externship Position Description (including duties and responsibilities of student): 
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
_____________________________________________________________________________________
____________________________________________________________________________________ 
_____________________________________________________________________________________ 
 
EXTERNSHIP DIRECTOR AGREEMENT: 
 
The Externship Director has read and agrees to perform the following: 
 
_______ Academic Requirements: I will oversee the Externship Program and the academic component 
of the program.  I will comply with ABA Standards and Rules of Procedure for Approval of Law Schools 
pertaining to experiential coursework and field placement programs.  I will also establish requirements 
(including readings, reflective papers or journals, and/or other assignments) designed to develop the 
externs’ experience in their placement, including encouraging self-evaluation and reflection. 
 
_______ Site Evaluation: The Externship Program will remain in regular contact with the externship 
site, including an occasional visit, to ensure the quality of the educational experience. 
 
_______ Availability: I will be available as a resource should any concerns or issues arise.  
 
_______ Evaluation: I will communicate with seminar professors in evaluating the externs’ academic 
performance during the externship.  The assessment will be based on the extern and supervisor 
evaluations, timely compliance with requirements of both the seminar and the field placement, the quality 
of the self-reflection, and professionalism.  Based on this evaluation, I will determine whether credit 
should be granted to the student. 
 
We have reviewed this document and agree to act in accordance with these expectations. 
 
Signature of Student Extern:_____________________________________    Date: _______________ 
 
Signature of Supervising Attorney:________________________________   Date: ________________ 
 
Signature of Externship Director:__________________________________  Date: ________________ 
 
 

Please return this form to:  Career Services Office, or to law.extern@law.msu.edu 
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