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1: Introduction

Welcome to the Externship Program

Thank you for your commitment to supporting the next generation of legal professionals. Our
externship program is designed to provide law students with meaningful, hands-on legal

experience that complements their classroom learning. As a site supervisor, you play a vital role

in shaping their development, offering guidance, mentorship, and real-world insight into the
practice of law.



We hope this manual serves as a helpful resource throughout your time working with externs.
Inside, you’ll find information about the goals of the program, the expectations set by the law
school, and best practices for creating a successful and rewarding externship experience—for
both you and the student. Our team is always here to support you and serve as a resource
throughout the externship process.

Your Role as a Site Supervisor

Your supervision, thoughtful feedback, and day-to-day mentoring are essential to helping
students understand not only how to apply the law, but also how to navigate the responsibilities
and standards of the legal profession. Your guidance helps students connect legal theory with
legal practice while fostering their growth as ethical and engaged professionals.

2. Externship Program Overview

Program Goals and Expectations

Our externship program is designed to help students build a strong foundation of practical legal
skills while reinforcing the professional values essential to our field. Each placement offers
students a unique opportunity to apply what they've learned in the classroom to real-world legal
work under your guidance.

Through their externship experience, students are expected to:

o Strengthen their research, writing, and analytical skills.
o Develop effective communication strategies, both with clients and colleagues.
e Deepen their understanding of legal ethics and professional responsibilities.

Note: We recognize that externship placements vary widely—from judicial chambers and
government agencies to nonprofits and in-house legal teams. Our program is intentionally
flexible to honor that diversity while still ensuring every student engages in meaningful, law-
related work. If you ever have questions about whether a particular assignment aligns with a
student’s learning goals, we’re always here to help.

Externship Structure and Duration

Students earn academic credit for their externship by completing a required number of fieldwork
hours that support their professional development. This system ensures students gain meaningful
legal experience while meeting academic expectations. To receive credit, students must complete



45 hours of work per credit hour: 2 credits require 90 hours, 3 credits require 135 hours, and 4
credits require 180 hours. These hours must be spread over the course of the semester to provide
consistent engagement with their placement and ongoing learning opportunities.

In addition to total hours, students must work at least four hours per week at their placement. The
externship should span a minimum of ten weeks during the fall and spring semesters, and a
minimum of four weeks during the summer semester. These benchmarks help provide students
with consistent, structured exposure to the legal profession while allowing for flexibility across
different types of placements and schedules.

Orientation and Initial Meeting

Supervisors should hold a brief orientation or introductory meeting at the start of the externship.
It sets the tone for the experience and ensures that expectations are clear from day one.

During the orientation, consider covering the following:

o Identify Supervisor: This individual will serve as the extern’s main point of contact,
provide guidance on day-to-day tasks, and offer regular feedback. Establishing this
reporting relationship early helps ensure clarity, builds trust, and supports the student’s
integration into the work environment.

o Clarify Roles and Responsibilities: Help the extern understand how they fit into the
team and what types of tasks they’ll be handling.

e Set Performance Expectations: Discuss deadlines, communication norms, and
professional conduct standards.

o Establish Communication Protocols: Let the extern know how and when you prefer to
communicate—this helps build trust and reduces confusion.

o Review Confidentiality and Ethics: A quick refresher on ethical obligations and
professional conduct goes a long way in reinforcing your organization’s culture and the
profession’s values.

3. Key Requirements for Externships

Each externship placement should provide a structured, supportive environment that promotes
active learning, professional development, and ethical engagement. These foundational elements
help ensure that the student’s experience is both educational and enriching, guided by purposeful
supervision and meaningful legal work.

To support a successful externship, please ensure the following:



e The work assigned is substantial and law related. Externs should be engaged in tasks
that build their legal skills, such as legal research, writing, and analysis. Assignments
should reflect the kind of work typically performed by a first-year associate or entry-level
attorney under supervision.

Examples of appropriate tasks include:

Drafting internal legal memoranda, motions, pleadings, or correspondence.
Conducting legal research on statutes, regulations, case law, or procedural issues.
Assisting with discovery or document review.

Observing or preparing for depositions, client meetings, mediations, or hearings.
Creating client-facing materials, presentations, or summaries (with supervision).
Participating in team meetings or strategy discussions.

Analyzing records, evidence, or factual timelines in support of ongoing matters.
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For judicial externships, examples may include:

Researching legal issues presented in pending motions or appeals.

Drafting bench memoranda, case summaries, or proposed orders under
supervision.

Observing court proceedings, conferences, or oral arguments.

Discussing legal reasoning and procedural strategy with the judge or clerks.
Reviewing case files, exhibits, or pleadings to assist chambers staff.
Reflecting on judicial decision-making and courtroom dynamics as part of
structured discussion or writing assignments.

o O
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While some administrative or logistical tasks may arise, the majority of assignments
should be legally substantive and contribute meaningfully to the extern’s professional
development.

o Opportunities for feedback and reflection are built into the experience. A strong
externship doesn’t just focus on doing the work, it also emphasizes growth. Students
should receive regular feedback and be encouraged to reflect on their progress,
challenges, and professional goals. These conversations can be formal or informal, but
they are critical to helping externs connect the dots between what they’re doing and what
they’re learning.

These core requirements ensure that externships serve as both a bridge to professional practice
and a space for thoughtful development.



4. Site Supervisor Responsibilities

Site supervisors are at the heart of a successful externship experience. Your mentorship and
supervision provide students with practical insight, skill development, and a model of
professionalism. By creating an environment that fosters learning and thoughtful engagement,
you help bridge the gap between legal education and legal practice.

Supervision and Mentorship
Supervisors are expected to:

e Provide meaningful legal work aligned with the student’s learning goals.

e Monitor the extern’s progress and provide constructive feedback throughout the
placement.

e Encourage professional growth through feedback, modeling, and conversation.

e Make space for self-assessment and reflection, formally or informally.

These elements don’t require a significant time investment—but they go a long way in building
the extern’s skills, judgment, and confidence.

Providing Meaningful Legal Work

Students should be assigned a variety of legal tasks that reflect the nature of your office or
organization and help them build their core competencies. Whenever possible, try to involve
students in the full arc of a matter—assigning tasks that allow them to understand the broader
context of their work.

Assignments should be selected with intention, taking into account the student’s skills, learning
objectives, and interests. If possible, offering exposure to different areas of law or practice styles
can enhance the educational value of the externship.

5. The Role of the Faculty Supervisor

Faculty supervisors serve as a bridge between the academic and practice components of the
externship experience. While the site supervisor oversees the student’s day-to-day legal work,
the faculty supervisor ensures the externship meets the educational goals of the law school and
supports both students and site supervisors throughout the placement.



Academic Oversight and Integration

Faculty supervisors are responsible for:

Reviewing and approving externship placements to ensure they meet the program’s
learning objectives.

Monitoring each student’s progress and development through reflective assignments and
periodic check-ins.

Providing academic guidance and support as part of the student’s enrollment in a
companion course, such as Professional Competency or Advanced Professional
Competency.

These courses are designed to complement the fieldwork experience, encouraging students to
reflect on their growth, connect theory to practice, and engage with core topics such as ethics,
professionalism, client service, and access to justice.

Supporting Site Supervisors

Faculty supervisors are also here to support you as a site supervisor. We recognize that
supervising a student requires time and effort, and we want to make the experience as smooth
and rewarding as possible.

Faculty supervisors can:

Offer guidance on externship structure, expectations, or best practices.

Help clarify program requirements, including learning outcomes, supervision standards,
and feedback expectations.

Serve as a point of contact if questions or concerns arise during the placement—whether
related to a student’s performance, professional behavior, or overall fit.

Collaborate with you, when needed, to address any challenges and ensure a positive and
productive learning environment.

You should never feel that you have to navigate issues alone. Whether you’ve supervised dozens
of externs or are welcoming your first, we’re here to partner with you every step of the way.

6. Externship Assignments

A core part of the externship experience is engaging students in substantive legal work that
supports their professional development. Thoughtfully selected assignments help students



sharpen their skills, gain confidence, and better understand how legal theory translates into legal
practice.

Types of Legal Work and Assignments

Externs should be given a variety of assignments that are intellectually engaging and aligned
with their learning goals. Whenever possible, assignments should expose students to the full
lifecycle of a matter—from initial research and planning to execution and reflection.

Assignments may include:

e Drafting memoranda, motions, pleadings, or correspondence.

e Conducting legal research on relevant statutes, regulations, or case law.

e Preparing materials for hearings, client meetings, or internal use.

o Reviewing discovery, organizing case files, or analyzing documents.

o Participating in team meetings, debriefs, or strategic discussions.

e Observing client interviews, negotiations, depositions, or court proceedings.

Examples of Appropriate Assignments by Setting

To ensure clarity and flexibility across different types of placements, here are some examples of
suitable assignments:

Litigation-focused placements:

e Drafting motion to dismiss or summary judgment sections.
e Preparing deposition outlines or reviewing transcripts.
e Researching jurisdictional or evidentiary issues.

Transactional or corporate placements:

e Reviewing and annotating contracts or agreements.
e Conducting due diligence and summarizing findings.
e Researching regulatory compliance requirements.

Judicial placements:

e Drafting bench memoranda or legal issue summaries.

e Researching procedural or substantive questions before the court.

e Observing hearings, trials, or oral arguments, followed by debriefs with clerks or the
judge.



Policy, nonprofit, or public interest placements:

o Engaging in direct client work, such as conducting intake interviews, assisting in
preparing legal documents, or participating in client meetings under supervision.

o Researching the legal impact of proposed legislation.

e Drafting comments on proposed rules or position papers.

e Supporting advocacy campaigns with legal analysis or community education materials.

Criminal law placements (District Attorney, Public Defender, or similar):

e Drafting motions (e.g., to suppress, for continuance, to compel discovery).

e Preparing outlines for witness examinations or cross-examinations.

e Reviewing police reports, witness statements, and discovery materials.

o Conducting legal research on issues such as probable cause, sentencing, or procedural
rights.

e Observing or assisting with arraignments, plea negotiations, hearings, or trials.

o Participating in trial preparation by creating exhibit lists, timelines, or summaries of
testimony.

Ensuring Assignments Align with Learning Objectives

At the start of the externship, supervisors are encouraged to discuss the student’s individual
learning goals and identify ways to align assignments with those objectives. Some students may
be seeking deeper exposure to a particular practice area, while others may be developing core
skills like writing, issue spotting, or client communication.

Whenever possible, try to:

o Provide context before assigning a task, so the student understands how their work fits
into the larger picture.

o Follow up after an assignment is complete to offer feedback and answer questions.

e Vary assignments when feasible to provide a well-rounded experience.

7. Communication and Reporting

Open, consistent communication between the site supervisor and extern is essential to a
successful placement. It helps set expectations, build rapport, support student growth, and
prevent small issues from becoming bigger challenges.



Regular Check-ins and Communication

While formal weekly meetings are not required, we strongly encourage site supervisors to
establish a regular pattern of communication that works for both you and the extern. Regular
check-ins provide a space to:

e Review recent assignments and discuss progress.
e Answer questions or clarify expectations.

o Offer feedback and guidance.

e Address any concerns early and constructively.

These check-ins don’t need to be long or formal, a quick conversation or email exchange can be
just as effective as a scheduled meeting, as long as the student has an opportunity to ask
questions and receive support.

Establishing Communication Expectations

At the beginning of the externship, it’s helpful to clearly communicate your preferred
communication style and availability. Letting the student know how, when, and how often you
prefer to communicate can prevent misunderstandings and set a positive tone for the placement.

You might want to clarify:

e Frequency of communication: Do you prefer regular, scheduled meetings or informal,
as-needed conversations?

o Handling questions: Should the student bring up questions as they arise, or hold them
for a weekly check-in?

e Preferred method: Is it best for the student to contact you by email, schedule time on
your calendar, or stop by your office? Be sure to also clarify expectations around how
quickly students should respond and whether communication outside of normal business
hours (such as evenings or weekends) is expected.

Examples:

o “Feel free to send me a quick email if you have a question—I’d rather you check in than
stay stuck.”

e “Let’s plan to meet every Tuesday at 10 a.m. for 15 minutes. Bring any questions you
have so we can go over everything together.”

e “If something urgent comes up, just pop into my office. Otherwise, save your questions
for our Thursday check-in.”

Setting these expectations early helps externs feel more confident and supported in how they
engage with you and your team.



8. Ethics and Professionalism

Externships play a vital role in helping students internalize the ethical standards and professional
expectations of the legal profession. As a site supervisor, your role in modeling and reinforcing

professionalism cannot be overstated. Many students are encountering the norms of a legal

workplace for the first time, and your guidance shapes how they understand their responsibilities

as future attorneys.

Professional Responsibility and Workplace Expectations

Students are expected to conduct themselves with the highest standards of professionalism. This

includes:

e Being punctual and reliable

e Meeting deadlines and following through on assignments

o Communicating clearly and respectfully with colleagues, clients, and supervisors

o Demonstrating appropriate workplace etiquette, including dress, demeanor, and use of
technology

You set the tone for what professionalism looks like in your environment. Providing clear
expectations early on—especially around work habits, communication norms, and office
culture—can make a big difference.

Confidentiality and Conflicts of Interest

Externs must adhere strictly to confidentiality requirements and avoid any actual or potential
conflicts of interest. These topics are covered in law school, but real-world application can be
new to students. We encourage you to:

e Review your organization's confidentiality policies and procedures with the extern

o Explain how conflicts are checked and handled in your office

e Clarify how documents and emails should be handled securely (e.g., avoiding use of
personal devices or cloud storage)

o Inform the student of any changes to their job responsibilities, both current and
anticipated, that may affect confidentiality or conflict-of-interest considerations and
review updated expectations accordingly.
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Examples of potential concerns and how to address them:

If a student casually mentions case details in a conversation:

What to do.: Speak with the student privately and explain why even vague or anonymized
discussions outside the workplace can violate confidentiality. Reframe it as a learning
moment and offer examples of what is and isn’t appropriate to share.

Example response: “I know you didn’t intend to reveal anything confidential, but even
referring to a case in passing can raise issues. Let’s talk through how to handle that kind
of situation in the future.”

If a student saves client files to a personal device or cloud account:

What to do: Remind them of your organization’s data security policies and explain the
risks associated with personal storage. Ask them to delete the files from the personal
device immediately and use only secure, approved systems moving forward.

Example response: “Thanks for taking initiative, but to protect client information, we can
only store files on our secure system. Let’s walk through the process together.”

If a student works on a matter that creates a conflict due to prior experience:

What to do: Pause their involvement in the matter and consult your internal conflict-
checking procedures. Discuss the situation with the student and faculty supervisor, if
needed.

Example response: “1 just want to flag that your previous internship might create a
conflict on this case. We’re going to take a step back while we review it. This is a great
opportunity to talk about how we handle conflicts in practice.”

Navigating Ethical and Professional Issues

When ethical or professional concerns arise, addressing them promptly and supportively is key.
Often, a respectful conversation that frames the issue as a learning opportunity is all that’s
needed.

Examples of common issues and constructive responses:

Tardiness or missed deadlines:

Response: “I’ve noticed you’ve been running behind on a few deadlines. Let’s talk about
what’s going on and how we can get things back on track. It’s important to communicate
early if you’re falling behind.”

Unpolished or careless work product:

Response: “Your draft raised some good points, but there were several typos and
formatting issues. Let’s go over the expectations for written work and how to make sure
it’s polished before turning it in.”

Overly casual communication style:

Response: “Just a quick note—your email to opposing counsel came across as more
casual than we usually use in practice. Let’s review how we typically frame messages in
this context.”
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e Resistance to feedback or difficulty making changes:
Response: “I can tell you’ve put thought into your approach, and I appreciate that. At the
same time, I’d like you to try incorporating some of the suggestions we’ve discussed to
help strengthen your work.”

If an issue feels more serious, persistent, or challenging to resolve, we encourage you to reach
out to the faculty supervisor. We’re here to support you and the student in finding a productive
and professional way forward.

9. Special Considerations for Interns Who Are Also
Employees

In rare cases, a student may be interning in a legal capacity within the same organization where
they also serve as a regular employee. This dual-role arrangement requires careful planning and
supervision to ensure the educational integrity of the externship and avoid conflicts of interest.

Supervisors should:

e C(learly distinguish between the student’s regular employment duties and their legal
externship assignments.

e Assign legal tasks that are substantive and appropriate for an extern, such as research,
writing, or legal analysis distinct from their normal job responsibilities.

e Ensure the student is supervised by a licensed attorney who provides mentorship,
oversight, and regular feedback in their legal externship role.

Confidentiality and Conflicts of Interest

Because the student may already have access to internal systems or information from their
regular employment role, special attention should be paid to confidentiality and potential
conflicts:

e Consider when assigning legal matters whether the student has previously been involved
in any capacity and whether that raises any confidentiality concerns.

¢ Avoid involving the student in legal work where they have a personal or financial
interest.

e Review and discuss your organizations confidentiality policies and conflict-check
procedures at the outset of the externship.

e Periodically revisit confidentiality and conflict issues as the student’s assignments evolve,
and document in changes in roles or responsibilities.
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10. Evaluations and Feedback

Providing thoughtful, honest feedback is one of the most valuable contributions you can make to
a student’s externship experience. Feedback helps students understand how they’re doing,
recognize areas for growth, and build the confidence needed to transition into the legal
profession.

Best Practices for Feedback

Providing timely, constructive feedback is one of the most meaningful ways to support your
extern’s growth. Consistent, thoughtful guidance not only helps students refine their legal skills
but also builds their confidence, professionalism, and readiness for practice.

Examples of best practices to consider:

o Set expectations early. Begin the externship by clearly outlining your expectations
around work quality, deadlines, communication, and professional conduct. When
students know what success looks like in your office, they’re more likely to meet or
exceed those expectations.

e Address issues promptly. If a concern arises, bring it to the student’s attention as soon
as possible. Waiting can make the issue harder to resolve and more uncomfortable to
discuss. Framing feedback as part of the learning process helps students stay open and
receptive.

e Make feedback a regular part of the experience. You don’t need formal evaluations
each week, but brief check-ins and informal conversations can be powerful teaching
moments. You may wish to:

o Offer feedback after reviewing a memo, hearing the student’s summary of a
meeting, or observing an interaction.

o Encourage self-reflection by asking, “What do you think went well?”” or “What
would you approach differently next time?”

o Reinforce not only legal skills, but also professionalism, communication, and
judgment.

e Be specific and constructive. Vague comments like “good job” are appreciated but don’t
help students improve. Instead, try to identify what worked, what could be stronger, and
how the student might approach a similar task in the future. Offer practical strategies
whenever possible.

Examples of effective feedback:
e “You organized the legal issues clearly in your memo, which made it easy to follow. One

suggestion—try to tighten the analysis in the final section to get to your conclusion more
directly.”
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e “You handled that client call with great composure. I’d recommend pausing slightly
between questions next time to give the client more space to respond—it’s a small shift
that builds rapport.”

e “You’ve been very diligent about meeting deadlines. Let’s work on elevating the depth of
your legal analysis—think about how the rule applies across multiple factual scenarios.”

Regular, supportive feedback—combined with a shared understanding of expectations—helps
students develop not only competence but also confidence as they prepare to enter the
profession.

And remember—we’re always here to help. If you ever have a question about how to
approach a feedback conversation, structure expectations, or handle a more sensitive issue,
please don’t hesitate to reach out to the externship faculty supervisor. We’re happy to partner
with you to ensure the externship is a positive and productive experience for everyone involved.

Final Evaluation

A final written evaluation is required at the end of the placement. We will provide a simple
evaluation form along with instructions near the end of the semester. Your evaluation offers a
valuable reflection on the extern’s progress and performance, and though the extern will not be
provided with a copy of the evaluation, the feedback you provide in the evaluation will be
discussed with the extern during their exit interview with program faculty.

When completing the evaluation, please comment on the student’s:

e Legal research and writing skills

e Analytical abilities and attention to detail

o Communication, initiative, and professionalism

e Responsiveness to feedback

o Time management and ability to prioritize tasks effectively

o Adaptability when responding to new challenges or changes in assignments
o Collaboration skills and contributions to team-based work

e Progress toward their stated learning goals

e Areas for continued growth or improvement

You don’t need to cover everything in detail, just a few observations in each area are incredibly
helpful to the student’s development. Feedback can be framed constructively, with specific

suggestions for next steps.

Example:
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“Sophia met her goal of improving her legal writing by producing well-researched and clearly
structured memos. One area for continued growth is synthesizing complex arguments more
concisely—something we discussed in our weekly meetings.”

If significant concerns arise before the final evaluation, please don’t wait—reach out to the
faculty supervisor as early as possible. Addressing issues in real time allows students the
opportunity to improve and ensures you’re supported in managing any challenges.

11. Troubleshooting Common Issues

While most externships go smoothly, challenges can occasionally arise. These moments are
normal and often present important learning opportunities. When issues do come up, the key is to
address them early, communicate clearly, and, when needed, involve the faculty supervisor for
support.

Lack of Engagement or Motivation
Possible signs: The extern seems distracted, unenthusiastic, or disengaged from assignments.
Possible causes:

e Unclear expectations
e Mismatch between interests and assignments
o Personal challenges or uncertainty about how to ask for help

What you can do:

e Schedule a one-on-one check-in to revisit the extern’s goals and clarify expectations.

e Ask open-ended questions to understand what’s working and what’s not.

e Offer more varied or challenging assignments, if appropriate, and reinforce the
importance of their role.

o Consider inviting the student to shadow you during meetings, calls, court
appearances, or client interactions. Observing your day-to-day work can help re-
engage students and give them better context for their own assignments.

e Reaffirm your availability for questions and feedback.

Example:

“I’ve noticed you’ve seemed a bit checked out this week. Let’s talk about how things are going
and see if there’s a way to make the work more engaging or better aligned with your goals.”

15



Challenges with Work Quality

Possible signs: Repeated errors, lack of attention to detail, unclear writing, or incomplete
assignments.

Possible causes:

o Inexperience or unfamiliarity with the task
e Lack of clarity around expectations
e Personal distractions or time management issues

What you can do:

e Provide specific, constructive feedback on what needs improvement and why.

o Share examples, templates, or written guidance to help the student understand
expectations.

o Break down tasks into smaller steps, if helpful.

o Reinforce that it’s okay to ask for help or clarification.

o Encourage the extern to observe how you or others approach similar tasks—seeing
how experienced attorneys structure their thinking or write a memo can be a powerful

teaching moment.

Example:

“Thanks for turning in this draft. The structure is a great start, but there are a few formatting and
clarity issues I want to walk through with you. Let’s go over one section together and talk about

how to strengthen it.”

Professionalism or Communication Concerns

Possible signs: Tardiness, missed deadlines, overly casual tone, lack of responsiveness, or
inappropriate behavior.

Possible causes:
o Inexperience with workplace norms
e Misunderstanding of expectations

o Difficulty receiving or acting on feedback

What you can do:



e Address the issue promptly and privately.

o Be direct, specific, and supportive students often don’t realize they’ve erred.

e Remind the extern of your organization’s professional standards.

e Offer an opportunity to improve and make it clear that you’re there to support their
growth.

Example:

“I want to talk with you about the email you sent yesterday. The tone came across as more
informal than we typically use, especially when communicating with opposing counsel. Let’s go
over some examples together so you feel more confident next time.”

If any issue persists, feels significant, or you're unsure how to proceed, please don’t hesitate to
reach out to the faculty supervisor. We’re here to support both you and the student and are happy
to help brainstorm solutions or get more involved when needed.

12. Conclusion and Final Reminders

Thank you for your time, energy, and commitment to mentoring the next generation of lawyers.

Your guidance, feedback, and example make a lasting impact on our students’ professional
development—and on their understanding of what it means to be a thoughtful, ethical, and
effective attorney.

By providing substantive work, clear expectations, and opportunities for reflection and feedback,
you help students bridge the gap between the classroom and the legal workplace. Your
supervision doesn’t just meet a requirement—it helps shape a future colleague.

A Few Final Reminders:

o Externs must complete the required number of hours based on their credit registration and
meet weekly and semester-long minimums.

e Students should be engaged in law-related work that builds core legal skills.

e Clear communication, regular check-ins, and timely feedback are key to a successful
externship.

e A final evaluation is required at the end of the semester, and we’ll provide the form and
instructions.

o Ifany concerns arise during the placement, please reach out to the faculty supervisor
sooner rather than later. Early communication helps ensure we can work together to
support you and the student.
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We know that supervising an extern adds to your already full plate, and we are truly grateful for
your generosity and mentorship. Whether you're a longtime supervisor or working with your first
student, please know that you are not alone in this process, we are here to support you every
step of the way.

If you have any questions, concerns, or feedback—now or in the future—please don’t hesitate to
contact the South Texas College of Law Houston Externship Program at externships@stcl.edu.
We’re always happy to help.
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