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Presenter Bios
Nira Geevargis, Associate Professor, serves as the Director of Externship Programs, where she oversees
UC Hastings Law’s program for developing students’ practical legal capabilities through placements in
qualifying judicial, government, or corporate counsel offices. Before joining UC Hastings, Professor
Geevargis was an Assistant Professor and Director of Externships Programs at the University of San
Francisco School of Law for eight years. Earlier in her career, she was a civil rights attorney and advocate
at the Lawyers’ Committee for Civil Rights of the San Francisco Bay Area. She litigated immigration
cases and managed the General Legal Services Clinic, which provided pro bono legal representation to
low-income clients through partnerships with law firms, solo practitioners, and nonprofit organizations. In
2005, Professor Geevargis was awarded the Graduate Law Fellowship at the Golden Gate University
Women’s Employment Rights Clinic where she supervised law students providing representation to lowwage workers.
Anahid Gharakhanian comes from a background of practice, and for the past 18 years has been a
professor at Southwestern Law School. She teaches Legal Analysis, Writing and Skills (LAWS) and has
instituted academic and professionalism innovations as part of the program. She’s also built one of the
most extensive externship programs in California. Anahid is very active in the externship community in
California as well as nationally and has been serving as the co-chair of the Association of American Law
Schools Externships group since spring 2019. Anahid also has extensive administrative experience,
serving as Vice Dean from 2012 to 2016, with responsibility for the academic program, curriculum
development and implementation of faculty policies, faculty-student relations, and oversight of the adjunct
faculty, General LLM Program, JD admissions, and academic success, among other areas. She is
currently working on an expansive externship research study, empirically exploring whether students are
successful in their externships and what factors contribute to the success.
D’lorah L. Hughes has a wealth of experience in clinical education. Prior to coming to UCI Law in July
2016, she was Director of Clinical Education at Wayne State Law School, where she was responsible for
oversight and development of the clinical education program, including seven live-client clinics and four
externship programs. Prior to this role, Professor Hughes was Associate Director of Clinical Education
and Director of Externships at Wayne State Law. She has also held academic positions at the University of
Arkansas School of Law-Fayetteville, Case Western Reserve University School of Law, and Whittier Law
School. Previously, she practiced law as a deputy public defender for the Orange County Public
Defender’s Office in California and as a staff attorney at the AIDS Legal Assistance Project at the Law
Foundation of Silicon Valley. She holds leadership positions on the Board of Directors for the Clinical
Legal Education Association (CLEA) and the Executive Committee for the Association of American Law
Schools (AALS) Section on Balance in Legal Education.
Carolyn Young Larmore is the Externship Director and a Professor of the Practice of Law at Chapman
University Fowler School of Law. She received her B.A. from U.C. Berkeley, graduating Phi Beta Kappa,
and her JD from UCLA, graduating Order of the Coif. After law school, Professor Larmore joined the law
firm of Irell & Manella LLP in Los Angeles as a litigation associate, and later Proskauer Rose LLP's
Labor & Employment department in its Los Angeles office. Professor Larmore then worked at the
Disability Rights Legal Center at Loyola Law School. As Externship Director, Professor Larmore
supervises about 230 students per year as they work for judges, district attorneys and public defenders,
government agencies, non-profits, in house counsel departments and private law firms. She is also a
regular presenter at national and regional externship and clinical academic conferences.
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Laura Riley serves as Director of Experiential Learning and Adjunct Assistant Professor of Law at the
University of Southern California Gould School of Law. She also co-teaches the Veterans Legal
Practicum. Prior to joining her law school alma mater USC, Riley practiced public interest law in Los
Angeles for close to a decade working in the disability rights, gender justice, health, and veterans law
fields. Riley has published many consumer and legal articles, a Rutter Guide chapter on disability rights
discrimination, a textbook chapter on Fetal Alcohol Spectrum disorders, and two amicus briefs to the
United States Supreme Court. She continues to volunteer in nonprofit organizations in the Los Angeles
area.
Sue Schechter is the Field Placement Director at UC Berkeley School of Law. Since the summer of 2006,
she has coordinated an externship program in which 65-80 students a semester participate. She is the first
full-time director and has strengthened relationships with supervising attorneys and developed the
class/reflective components of the program. Sue is a founder of BACE, the Bay Area Consortium on
Externships, a Bay Area collaborative with externship directors from Northern California law schools. Sue
has been active at the local, regional, national, and international level in field placement education, such as
serving on committees and presenting at conferences. Currently, she serves on the AALS Clinical
Section’s Executive Committee. In addition, Sue serves as the Faculty Co- Director for Berkeley Law’s
Pro Bono Program and on the Public Interest Placement Committee.
Anne Sidwell, Assistant Professor, has dedicated her professional and academic life to social justice.
Professor Sidwell graduated from the George Washington University Law School in May 2011. After
graduation, Professor Sidwell worked for the Honorable Zoe Bush in the Superior Court of the District of
Columbia and as a court advocate for DC SAFE, a domestic violence prevention organization, before
joining Legal Services of Northern Virginia as a domestic violence and family law staff attorney in early
2012. From 2013 to 2019, Professor Sidwell represented survivors of domestic violence in family and
immigration law matters at Bay Area Legal Aid. Professor Sidwell joined the faculty of the University of
San Francisco School of Law as the Director of Externship Programs in 2019
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General Remote Work /
Supervision Insights
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Remote Externship Checklist
Thank you for your willingness to supervise an extern during these challenging times.
Hopefully, employing the checklist below will allow for a more enriching experience for both the student
and the supervisor.
1. Allow students remote access to email and necessary systems and documents.
2. Address confidentiality and security concerns with externs.
3. Plan and hold a remote orientation.
4. Engage students in a goal-setting exercise.
5. Hold regularly-scheduled, weekly one-on-one video conference meetings with your extern.
6. Be explicit about the support structure of your program (supervisor, coordinator, mentor, technical
support, etc.)
7. Provide opportunities for students to get to know your office and coworkers - help them create a network.
8. Be creative in finding opportunities for student observation of unique experiences (i.e. hearings).
9. Provide substantive remote work.
10. Provide enough remote work for your extern to complete their hours.
11. Give students short-term and long-term projects.
12. Give substantive feedback, written and orally.
13. Establish a set work schedule with your extern.
14. Create space to monitor the progress of student goals and the remote experience.
15. Near the conclusion, provide an opportunity for student and supervisor evaluation.
16. Be flexible with student needs.
17. Create community.
18. Show compassion.
9

Harvard Business Review is a great resource
that provides daily updates and free
Coronavirus coverage on a number of topics
that relate to extern supervisors.
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Link to the IAALS Foundations for Practice Survey
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Onboarding:
Plan, Plan, Plan
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Onboarding: Preparing Your Organization for Your Student’s Success
1. Importance of Getting Buy-In From Your Organization, or at least Your Legal Team
a. More than the Intern Coordinator/Supervising Attorney to make a Successful Remote
Internship/Experience
2. Communicate with your Student – Before they Arrive
a. 7 Things to Collect and Share:
1.

Start Date
a) Ensure it is clear to student and organization

2.

Hours Expectations
a) Full-time, part-time, how many weeks
b) May change/evolve over time

3.

Collect Student Information
a) Basics – name, pronoun, etc.
b) Other information to introduce student to organization – request a photo
c) Encourage students to set goals and be clear about organizational goals

4.

Integration
a) Get student in your systems, VPN, calendaring, etc.

5.

Impart Placement Resources
a) Before they attend orientation
b) Website highlights, annual report, etc.

6.

Key Components of any Good Internship - Set up Systems and Be Explicit
about:
a) Supervision
b) Assignments
c) Feedback
d) Evaluation

7.

Welcoming the Student
a) Continue your practice – if you had coffee/lunch, can you manage this
year with a delivery to their house – an out of the box idea!
b) Letter from Executive Director (ED) or Board Chair – draft a letter from
your ED or Board Chair to send to students to welcome them and let
them know their contribution is appreciated
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Form Used by Contra Costa Public Defender for Law Clerk Goals
2018 SUMMER LAW CLERK PROGRAM
INFORMATION AND INTERESTS FORM

NAME:
LAW SCHOOL:

(circle) rising 2L rising 3L

CELL PHONE:
OFFICE (circle):

EMAIL
Martinez

D.O.B.

Richmond

ADO

MENTOR:

INTERESTS
Our goal is to provide you with as meaningful and rich an experience as possible. We will also attempt to
tailor your work assignments to your expressed interests. Accordingly, please rate the following individually on
a scale of 0 (not interested) to 9 (highly interested):
Rating
Gain broad experience by working on different types of motions
Work on at least one case in depth
Assist attorney that is currently in a jury trial
Observe court proceedings
Accompany attorney during client visits at the jail
Work on juvenile cases / meet juvenile clients
(if certified) Argue motions in court
Observe case negotiation / pretrial conferences
Work on a homicide or other serious “life” case
Conduct client interviews / “intake”
Visit custodial facilities (e.g., jails, juvenile hall)
Work with non-citizen clients / learn about immigration advocacy
Work on holistic defense projects (e.g., record clearing, reentry)
Be exposed to criminal justice policy issues (e.g., racial justice)

Other things you would like us to know about your goals for the summer
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Form Used by Equal Justice Society for Law Clerk Goals
The following information will assist us in assigning law clerks specific substantive assignments and
keeping track of the specific skills that the clerk seeks to develop. We will do our best to match the clerk’s
interests and goals to the available work, but please keep in mind that perfect matches are not always
possible.
What skills and experiences do you hope to
gain during your internship? (e.g., legal
research and writing, drafting memos, fact
investigation, exposure to community group
partnerships)

In what substantive areas are you most
interested?

What are your expectations for this semester?

Are there any end products you seek to
generate this semester? (e.g., writing sample)

Please save this document as “Your First Last Name - Clerk Goals - Date” and email to
xxx@equaljusticesociety.org.
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Southwestern Law School
Externship Learning Plan
Spring 2020

Your externship course gives you the unique opportunity for self-directed and introspective
learning. This is great practice and critical for transitioning to the role of a legal professional – when
you won’t have a curriculum to follow or grades from the professor to help you figure out what you
still need to learn and how you’re performing. To help you with this self-directed and introspective
learning, our course has the following set of broad learning objectives.
1. Demonstrate the ability to learn from experience, by identifying specific personal learning goals
and then tracking and assessing your progress;
2. Demonstrate development of professional skills;
3. Demonstrate the ability to handle legal issues/problems in real-life situations; and
4. Demonstrate the ability to reflect on your values, learning, and performance as they relate to your
responsibilities as professionals to continuously learn, evolve, and achieve self-fulfillment.

To make the course really meaningful for yourself, you are charged with identifying your very own
personal goals for what you want to learn and how you want to grow through this externship. So,
different from most of your other law school courses, you play a significant role in shaping the
trajectory of your externship course. This effort involves several steps that fall under the umbrella
of your learning plan: Identifying your specific learning goals for this course; being proactive in
reaching them; and throughout, self-assessing.

In preparation for our individual meeting at the outset of your externship (sign ups are via Canvas),
please complete the below table and bring this document to our meeting.
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Your Specific Goals; Action Plan; and Self-Assessment
Identify 3-5 specific goals that you have for your particular externship and include them on the table on the
next page. Identify goals that generally fall under one or more of the below three categories – but definitely
pick goals that would fall under “legal skills” and/or “professionalism” because externships are an ideal
setting to learn and improve in these areas.

•
•
•

Legal knowledge (e.g., learning a specific area of law)
Legal skills (e.g., factual investigation; drafting contracts; interviewing clients)
Professionalism/character (e.g., improving time management; exercising more initiative; improving work
ethic; improving attention to detail)

The following points will help you identify desirable and realistic goals.

1. Why are you in law school? How does the externship fit with your educational/
career/personal goals? Consider your likes/dislikes, your values and priorities.
2. Take stock of the feedback you’ve received so far about your legal knowledge, skills, and professional
competencies. Which areas need further practice and improvement?
3. Have a good grasp of the nature of work your placement performs and the opportunities available to
externs.
4. Based on above, sketch out 3-5 specific goals – e.g., not a general goal like “gaining experience” but
specific goals like “finding out how prosecutors make judgment calls whether and how to prosecute a
case”; “becoming more efficient with research skills”; “gaining experience in factual investigation”;
“balancing work with family.”
5. Meet with your supervisor early on to discuss your goals and this learning plan so you can have your
supervisor’s support to reach your goals.
6. Recognize that it’s fine to amend, abandon, or add goals, based on your supervisors’ advice, and what you
learn from our class as well as your experience at the placement.
Complete the table on the next page and bring to our individual meeting at the outset of the
externship (sign up via Canvas). Take as much space as needed. Here’s an example:
Specific
Goals
1. Improve
negotiation
skill
2. Network and
learn about the
profession (e.g.,
being a DA,
immigration
lawyer, etc.)

Action Plan
-Observe more than one attorney (if possible) negotiate one or more
deals/points. Debrief with the attorney following the observation.
-Get familiar with helpful readings, practice guides, or other resources that my
supervisor recommends about effective negotiating.
-Prepare an outline for myself of what contributes to effective negotiation.
-If possible, participate in at least one negotiation.

-At least every other week, have coffee/lunch with one of the attorneys in the
office and ask them about their path to get to current job; what they love
about it; what they find challenging; how they take care of their continued
prof development; their guidance about landing a job in x area. Keep
notes/journal.
-Accompany supervisor to at least one prof’l event (CLE or bar mixer), with
plan to meet several attorneys; have a plan to stay connected with the prof’l
org and people I meet –I’ll email them at end of externship to share highlights
and thank them for guidance.
-By end of externship, (1) I’ll have list of contacts and a plan to stay in
touch periodically and (2) have at least one prof’l org I’ll join to
advance my career.

Self-Assessment: at
the start
I rate myself at 2
based on my LAWS
negotiation round
(add specific
evidence to
support the rating)
I rate myself at 1
based on my
general shyness
and feeling that
busy attorneys
don’t have time to
talk with me and I
don’t want to
impose on their
time.
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_____In the first couple of weeks of the externship, I will share this plan with my supervisor.
(please initial)

My Specific Goals:
improve in 3 to 5
specific areas by the
end of this externship

Action Plan: specific steps, assignments, and
experiences that will help me attain each goal

Self-Assessment: at the start of
the externship, I would rate my
ability for each of these goals as
follows:*

1.
2.
3.
4.
5.

*Self-Assessment Scale – Should be able to support your self-assessment with evidence. Examples of
evidence are the following: feedback you’ve received from professors or prior externship/job supervisors;
being entrusted with more advanced work, more client contact, etc. in an externship/job; assignments/tasks
of similar difficulty are less daunting and you’re able to complete them more accurately, efficiently, and
independently. For simplicity, all goals relating to knowledge, skills, and professionalism/character are
referred to as attributes/skills.
1: Beginning: Rarely
demonstrate the skill/attribute
at the level expected from a
legal extern (i.e., a law student
being entrusted with legal work
in a real/live professional
setting)

2

3: Developing:
Usually demonstrate the skill/attribute at
the level expected from a legal extern (i.e.,
a law student being entrusted with legal
work in a real/live professional setting)

4

5: Exemplary:
Consistently demonstrate the
skill/attribute at the level
expected from a legal extern and
acceptable for a first-year
attorney (being entrusted with
legal work in a real/live
professional setting)
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Orientation:
Structure, Structure,
Structure
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Orientation: When Student Remotely Arrives at your Organization, it should be:
1. On the students’ first day
2. Positive, upbeat, interactive and fun
3. Fully planned with some room for changes
Contents of Orientation
1. Introductions/Overview
a. Welcome
i. Make sure student knows you have planned this and you are ready for them
ii. Talk them through ‘roadmap’ of Orientation – today, tomorrow and down the road
b. Set up process for students to meet each other
i. Importance of building community from the first hour or so
1. Use collected information
2. Do icebreaker for all, for small group, for teams, examples:
a. https://www.owllabs.com/blog/ice-breakers
b. https://productcoalition.com/10-fun-virtual-icebreakers-to-take-remoteworking- to-the-next-level- d764122e2e14
3. Encourage them to manage up from beginning to support themselves, their fellow
students and your organization
c. Introduce students to key players
i. Ask attorneys to do a 1-2 minutes video introducing themselves
1. Who they are
2. How long they have worked at the organization; How they got there
3. What role they will play with students, and
4. Welcoming sentiment
ii. Do a virtual tour of the office - if anyone is in the office, ask them to film the space to
show students and give them a physical sense of the place
iii. Be thoughtful about meetings that students will do with individual attorneys/staff
1. How, when and with whom?
2. On their own, in pairs, in teams, in groups
3. Encourage the students to schedule and be proactive on the calls
d. Overview
i. Spend time introducing your organization - if you gave them information before they
arrived, perhaps they can be asked to be review, ask questions, be questioned, and
encouraged to be proactive
ii. Talk about how students will get plugged in and to what
1. Everything in the office
2. Legal team’s work
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2. Administrative Policies/Procedures
a. Introduce them to this team and how things get done at your placement
b. Inform them how communication will happen – office email, slack channel, etc.
c. Organizationally – IT, HR, and more – Discrimination and Harassment Policies still need
mentioning and stressing
d. Legal Projects – big picture/context, and specific assignments – explain and show your
system
3. Substantive/Ethics Training
a. Substantive
i. Make sure they have access to training manuals, videos, etc.
1. Give these out as assignments with deadlines
2. As short-term and long-term projects
ii. Substantive experts, former externs, prior clients, online CLE’s, etc.
Lawyering skills – mock and how they come up in practice – Reference the ShultzZedeck 26 Lawyering Effectiveness Factors
b. Ethics – the 3C’s of Externship Ethics: Confidentiality, Conflicts, and Competence
i. This is ‘PR in Practice’ many students will not have taken Professional Responsibility
ii. Basic Ethics
1. Confidentiality – always important, other considerations now – where is the student
working – family, roommates, etc. – Please reference the sample confidentiality
forms from East Bay Community Law Center (EBCLC) and Legal Aid at Work
(LAAW) in the following pages
2. Where did student work, where are they going in the future, are they doing pro
bono/volunteer work – please reference the last two pages of the EBCLC resource
for example conflict forms.
3. Competency – Student is not a lawyer – need to be careful about tasks they are
performing alone – client interviews, correspondence, etc.
iii. Supplement basic Ethics with Digital Security Training – a few resources that might
help – IT/HR should be involved:
1. https://www.natlawreview.com/article/working-remotely-and-cyber-security-duringcovid-19-outbreak
2. https://www.eff.org/deeplinks/2020/03/what-you-should-know-about-online-toolsduring-covid-19-crisis
3. https://www.lexology.com/library/detail.aspx?g=320c6cfe-fceb-463f-b8ec5f247de4c843
4. https://security.berkeley.edu/education-awareness/best-practices-how- tos/bestpractices-telecommuting-securely
4. Conclusion
a. This is new to all us, we are all figuring this out as we go along
b. Be nimble, be transparent, over-communicate
c. Have fun – encourage the students to be active learnings and manage up – you do not
need to do all the work – think about using former students
d. Remember to breath!
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Conflicts, Confidentiality and Professionalism
The East Bay Community Law Center is committed to providing high-quality legal
services to low-income clients and community groups in an environment that is safe, productive,
healthy, and hopeful for clients, staff, students and volunteers. As a practicing law office, EBCLC
acts under strict rules to protect the privacy and confidentiality of information and documents
obtained in the course of providing legal services. Additionally, we strive to avoid conflicts of
interest in representation. This memo summarizes conflict of interest rules, confidentiality
procedures, and professionalism best practices at EBCLC.
A. CONFLICT OF INTEREST
Conflicts of interest in the practice of law arise when competing loyalties exist between the
interest of the lawyer and the client or between the interests of present, former or potential clients.
There are two types of conflicts: potential conflicts where the lawyer’s present ability to represent
the client is not impaired but there is a situation that could give rise to a conflict; and actual
conflicts where the lawyer’s ability to represent the client is presently impaired.
There are four basic duties that may be violated in conflict of interest situations:
(1) the fiduciary duty of undivided loyalty to a client;
(2) the duty to inform a client;
(3) the duty to maintain client confidences and secrets; and
(4) the duty to represent a client competently.
Several California Rules of Professional Conduct address conflicts of interest, the most
important of which is Rule 3-310 which addresses conflicts of interest in the representation of
clients (the full text of Rule 3-310 is below). Rule 3-300 addresses conflicts of interest in the
context of business transactions between attorneys and clients.
The California Rules of Professional Conduct that are applicable to lawyers also apply to
those who work in a law office. Accordingly, all EBCLC staff, students, volunteers and
consultants (hereafter referred to as “staff members”) must be familiar with the conflict of interest
rules and the procedure to follow in the event that conflicts arise.
All new staff members must complete a conflicts check form before starting work at
EBCLC. The Director of Finance and Administration reviews all the forms and determines if there
are any potential or actual conflicts.
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B. CONFIDENTIALITY
California Business & Professions Code §6068(e) states that it is a lawyer’s duty “to
maintain inviolate the confidence, and at every peril to himself or herself to preserve the secrets,
of his or her client” (the full text of §6068(e) is below). This obligation is further elaborated in
California Rule of Professional Conduct 3-100 (the full text is below), and extends to all EBCLC
staff members with access to client information.
In order to ensure confidentiality, EBCLC has established guidelines to protect client
confidentiality and ensure data integrity. The objectives of these guidelines are:
(1) to protect client confidentiality by preventing unauthorized disclosure of information;
(2) to ensure data integrity by preventing unauthorized alteration;
(3) to prevent the loss of data through accidental or malicious acts or equipment failures;
and
(4) to prevent harm to EBCLC functions or reputation through unauthorized disclosures.
In very limited circumstances – which are different from those that apply to other
professions like doctors, therapists and social workers in California – an attorney may disclose
confidential information.
1. EBCLC Confidentiality Guidelines
All EBCLC client case files, documents, and information are confidential. All EBCLC staff
members must be familiar with the following confidentiality guidelines:
 All employees receive training in confidentiality issues annually. All staff members
with access to client information are required to read this document and sign a
Confidentiality Acknowledgement before beginning work (see below).
 All client case files, documents, and information are strictly confidential. Access to
confidential records and databases which contain client information is granted only
to those who must have access to perform their assigned job duties.
 All client records are kept in file cabinets, unless they are in the direct possession of
staff members during office hours or during necessary fieldwork. Open case file
cabinets are unlocked during the day and locked each night. Closed cases are
located in a locked file room.
 Records containing client information are not left unattended at any time. All
confidential documents in the direct possession of staff members must be placed in
secured files when leaving their workspace for any reason. All staff members who
work with confidential materials are required to secure these materials in locked file
cabinets at the end of each workday, since multiple people may use the desks or
offices before, during and after normal work hours.

30

Keys to desks/cabinets shall not be kept in easily accessible places.
Confidential papers are shredded before they are discarded.
Keys to all case file cabinets are issued only to EBCLC employees.
Computers are logged off the network when staff members leave for the day. For
more information, please see EBCLC’s Computer Use Policy.
 All clients and visitors must check in at the front desk when they arrive at EBCLC.
Clients and visitors are not allowed to move through the office unaccompanied by a
staff member.
 EBCLC doors must always be locked from the inside after hours.
 EBCLC staff members are in charge of closing up the office and setting the alarm
system.






2. Clinical Program Student Confidentiality Agreement
Maintaining confidentiality is of critical importance to the Clinical Program at Berkeley
Law (Clinic). The Clinic is a law firm with legal duties to maintain the attorney/client privilege
and the attorney work product privilege, both of which prevent information about legal cases and
issues from being shared outside the Clinic and its cooperating counsel. As part of student work at
the Clinic, students will learn and have access to confidential or privileged information related to
the Clinic and its clients (collectively referred to below as “Confidential Information”). This
agreement provides that, as a condition of allowing students to work in the Clinic with access to
the Clinic’s computers or other systems, all students agree to strictly protect any Confidential
Information they receive as a result of their work with the Clinic.
The undersigned student agrees that he or she will not violate the confidentiality of the
Clinic’s interests or those of the Clinic’s clients by revealing Confidential Information to those
outside the Clinic. By signing this agreement, the student agrees not to disclose Confidential
Information orally or in writing, including through electronic media or any online forum (such as
a personal or professional blog, Twitter, MySpace, or Facebook), and not to write about any
aspect of a Clinic case or project in any print or online publication without the express, prior
permission of Clinic faculty. The obligation of each student to maintain the confidentiality of
information is on-going and continues after his or her participation in the Clinic has ended.
While the decision about whether information is Confidential Information depends on the
specific information itself, some examples of Confidential Information include:
 The names of clients, defendants, witnesses, or other persons related to a case, or
information likely to indicate identity;
 Any information related to attorney work-product, litigation strategy or
expectations, or research or policy findings and recommendations;
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 Any private communication or information regarding a specific client, a case,
research data or analysis, including any underlying facts and circumstances not
already revealed to the public;
 Any memoranda of law or other written material, including that which the student
has drafted, unless such document has been approved for release and properly
redacted by a Clinic supervisor.
 Any information related to a confidentially-settled case, including the terms and fact
of the settlement.
 Identities or other personal information about research subjects required by
applicable research protocols to remain confidential to minimize the risk to research
subjects of participation in research.
Clinic faculty members are available to answer any questions or concerns about this
Agreement, or about disclosure of any specific information. Students who are uncertain about
whether certain information is Confidential Information should ask Clinic faculty before any
disclosure.
C. PROFESSIONALISM
EBCLC is a community law office with real clients facing real legal needs. Your work in
the clinic will have a direct impact on the lives of your clients and their families. EBCLC is also a
clinic where law students are taught and supervised to act in professional role.
We generally operate under guidelines within which you can explore and develop your
own sense of professionalism. You will learn by observation, practice and reflection, and you will
begin to exercise independent professional judgment.
As the public face of EBCLC to clients and other parties, we expect the following from you:
 Meeting deadlines. You are expected to meet all client and case-related deadlines. If you
cannot meet a particular deadline, you must alert your supervisor prior to the deadline and
with sufficient notice to permit the deadline to be met competently (i.e., more significant
tasks/deadlines require greater notice).
 Being on time. You are expected to be on time for class, clinic hours, court appearances,
meetings and other clinic-related activities. On time means you are in place and available
to begin work at or before the designated time, and that you stay for the duration of your
scheduled time. If you cannot be on time, let your supervisor know at the earliest possible
time prior to the scheduled activity.
 Responding promptly. You are expected to check your email, voicemail and mailbox and to
respond to messages promptly. Promptly means as soon as is necessary to permit important
work to proceed (i.e., some messages require a more prompt reply than others). Alert your
supervisor and the reception staff if you are going to be gone during regularly scheduled
clinic hours and indicate how you can be reached.
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 Submitting clean written work. You should spell-check and proofread all drafts and
finished work product. For any questions about written work, speak to your supervisor.
 Acting and dressing professionally. EBCLC is a comfortable, open work environment. At
the same time, you will be interacting with clients, colleagues, opposing counsel,
community partners, or other members of the public, and you are expected to dress and act
professionally and in a way that does not distract nor detract from our representation.
Please direct specific questions about appropriate attire to your supervisor.
 Maintaining professional boundaries with clients. Setting professional boundaries with
clients is subjective and can be complex and difficult. We are guided and bound by the
rules of professional responsibility; however, we also encourage on-going inquiry about the
scope of the lawyer-client relationship. Talk with your supervisor and colleagues whenever
you have questions or concerns about your professional relationship to clients.
 Addressing discomfort. If you are uncomfortable about something with a client, co-worker,
supervisor or any other third party, address it as quickly and directly as possible. Feelings
and intuition are important sources of information in a healthy law practice – don’t ignore
them.
 Following relevant procedures. You will receive an Office Manual and clinic-specific
materials. If you have questions about EBCLC or clinic-specific procedures, consult your
manual(s) before speaking to your supervisor.
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EBCLC Conflicts Check Form
Name: _________________________________________________________________________
Address: _______________________________________________________________________
Telephone: _____________________________________________________________________
UC Email: _____________________________________________________________________
If you work for or previously worked for an attorney, please provide the name(s) of the law
firm(s) and the name(s) of any attorney(s) you worked with closely in the firm(s); describe briefly
the nature of cases handled:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
If you work for or previously worked for an attorney or attorneys who share office space with
other attorneys, please list the names of the attorneys or law firms and briefly describe the nature
of cases handled:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
If you reside with another attorney(s), please list the name(s) off his/her employer(s) and his/her
partner(s) and describe the nature of cases handled:
______________________________________________________________________________
______________________________________________________________________________
____________________________________________________________
If you work for or reside with a member of the judiciary or someone who works for a court, please
list his/her name and the name of his/her employment:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
If you, or a member of your household, is presently a party in a litigation matter, please provide a
general description of the matter and the names of the attorneys and all parties:
______________________________________________________________________________
______________________________________________________________________________
______________________________________________________________________________
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Acknowledgement of Receipt
This is to acknowledge that:
1. I have received and read my copy of EBCLC’s Conflict of Interest,
Confidentiality and Professionalism Best Practices;
2. I am familiar with and understand its contents; and
3. I agree to comply with its terms.
Name: _________________________________________________________________________
Address: _______________________________________________________________________
______________________________________________________________________________
Date: __________________________________________________________________________
Signature: ______________________________________________________________________

DO NOT FILL OUT THE BOTTOM OF THIS FORM. THIS IS TO BE FILLED OUT BY EBCLC STAFF.

I certify that I have reviewed with _________________________________________, (name of
student/staff person/volunteer/consultant) EBCLC’s Conflict of Interest, Confidentiality and
Professionalism Best Practices, and that she/he is familiar with its contents, and agrees to
comply with its terms.
Name: _________________________________________________________________________
Title: __________________________________________________________________________
Date: __________________________________________________________________________
Signature: ______________________________________________________________________

After reviewing and completing, please print and bring with you the last two pages to
EBCLC Bootcamp on Friday, January 10, 2020. Thank you.
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CONFIDENTIALITY POLICY
Legal Aid at Work adheres to a strict confidentiality policy. All regular and temporary employees, students,
volunteers and contractors are expected to exercise the utmost discretion regarding the LAAW’s work. During the
course of employment or working period with the organization, regular and temporary employees, students,
volunteers and contractors will come into possession of confidential information that belongs to the LAAW, its clients
and its donors. This information includes, but is not limited to, donor information, financial information, contracts,
personnel information and leases, as well as client information and matters protected by the attorney-client and
attorney work product privileges.
Information about clients and cases is generally always confidential. Documents pertaining to clients or
cases are to be held in strict confidence unless otherwise specified by the attorney responsible for the case. All
regular and temporary employees, students, volunteers and contractors must adhere to all policies that serve to
protect the attorney-client relationship.
Confidential information should not be disclosed to anyone outside the organization without authorization,
both during employment or working period and after separation. Violation of this policy will lead to disciplinary action
up to and including termination of the relationship and, if necessary, legal recourse will be taken.
All regular and temporary employees, students, volunteers and contractors are not to take files or property
belonging to the organization of any nature outside the office at any time, unless permitted by or instructed to do so
by the supervisor and/or supervising attorney.
I acknowledge that I have received, read, and understand Legal Aid at Work’s Confidentiality Policy. I understand
that any violation of this policy may result in corrective action up to and including termination of my employment or
status as a temporary employee, student, volunteer or contractor.
Name (please print) _____________________________________________________________________________
Signature______________________________________________________________________________________
Date_________________________________________________________________________________________
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National Law Firm Privacy Tips for Remote Work
Even before COVID, practices included:
1. Remote access to firm and client information is secured using:
• Encrypted VPN connections from firm computers only, with multi-factor authentication
required
• Encrypted Citrix connections (virtual desktop), with multi-factor authentication required
• Citrix sessions are configured to prevent saving documents or copying information to local
computers
2. Firm computers and security software are managed and monitored by IT, maintaining high security
standards whether used in the office, at home, or other remote workplace. Standard security controls
include:
• Next-generation endpoint protection
• Hard drive encryption
• Asset tracking (geolocation, ability to disable or wipe remotely)
• Data loss prevention for PII and PHI
• Vulnerability and patch management
3. Security awareness and training are an ongoing effort, with security advisories (e.g., Remote Work
Security), simulated phishing attacks, and online training circulated on a regular basis.
Since COVID, additional tips include the following reminders:
•
•
•
•
•
•

Firm equipment is for employee use only (no family, friends, or pets).
Be aware of “shoulder surfing,” not only in public areas, but also at home.
Consider a privacy screen if you travel frequently or work in public areas.
Lock your computer when leaving it unattended.
Avoid printing confidential material at home.
If you need to dispose of confidential hard copies at home, use a cross shredder or store the material
securely. When appropriate, bring it back to work for secure disposal.
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Supervision:
Communicate,
Communicate,
Communicate
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Communicate, Communicate, Communicate
Once the semester is underway, you have your own work to manage. Keeping track of the extern
assignments, their deadlines, and whether they have received feedback can be a challenge.
Below are some concrete suggestions on how to manage assignments, particularly when a student is
working for more attorneys than just you.
 Designate 5 minutes of your weekly check-in meeting to having the student list all of their
outstanding assignments, deadlines, and any assignments they have complete. In addition, ask the
student to designate where which ones they are waiting for feedback on. Encourage the student to
create an agenda for these meetings, this could be a standing entry on the agenda.
 Require students all semester to email you once a week (at a designated day/time, such as
Friday mornings) with a list of all of their current assignments, deadlines, and any issues/questions
they have. You could also have them tell you if and when they believe they will be ready for
another assignment. This assignment takes only a few minutes for students to write and moments
for you to review, but gives you a solid overall picture of what the student is doing week-to-week.
 Create a shared spreadsheet to track what assignments exist in the office as a whole, which
student is doing each, when it is due, and when feedback was given. Some offices let students
review the open assignments to select which is of highest interest. We have an example
spreadsheet, available for download, on page 35.
 Consider having students submit their weekly timesheets to you (nearly all extern programs
require these) and you will be able to get a sense of how their time is being allocated and if it seems
appropriate to you.
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WEEKLY CHECK-IN AGENDA
While a regular, weekly check-in is always recommended and beneficial, it takes on a higher
level of importance when work is remote since students do not have the ability to “pop in” when
they have questions. Many students are too intimidated to reach out (in person, or virtually) and
so this gives then a designated space to raise their questions and concerns.
The weekly check-in is very flexible to what is happening. But a standard set of items should
include—
• An update on current assignments
• Feedback on prior assignments (Was it received? Was it understood?)
• Items the student is still hoping to do during the experience
• A personal check-in – it may seem strange to explicitly include this, but it is important to
make space to just see how the extern is doing since this won’t happen naturally. This
allows the student to raise other concerns (about family, health, other) that might not
otherwise come up, but could be influencing their work.
SAMPLE AGENDA:
1. Personal Check in
2. Assignments (prior/current/future)
• Prior Assignments:
i.
I am still waiting for feedback on my first memo with John. Should I check in
with him?
•

Update on Current Assignments:
i.
Research assignment – I am just getting started on this. I started with the Rutter
Guide, but it wasn’t great. Do you recommend any other secondary sources?
ii. Drafting demand letter: I will have a draft by Tuesday. I am not sure how much
of our arguments to include.
iii. 50-state survey – progressing well; I had done about ½ the states, and have
reached out to our librarians for support on a few where I got stuck.

3. Opportunities for Observation & Engagement
• I sat in on a client call this week – it was super interesting. Are there any other things
like this I can attend?
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We also recommend having students send a weekly (perhaps end-of-the-week) email updating
supervisors on exactly where they are in their work.
SAMPLE WEEKLY UPDATE EMAIL:
Dear Sam Supervisor,
Here’s my schedule next week:
Mon: 12:15-5pm
Tues: Sacramento with Joe for XXX trainings
Thurs: 9am-5pm
My to-do list:
Task
Affirmative Action for XXX (building off of
XXX
work)
Follow up with XX re:
• Motion for XXX in XXX
Follow up with XX re:
• [intake] next steps
Title IX XXX Fact Sheet
Public XXX of XXX memo

Deadline
6/10
6/10
6/7
End of Semester
End of Semester

Notes: The research for the Affirmative Action for XXX due on 6/10 is taking longer than
expected. Can we meet briefly next week when I’m in on Monday to discuss my research
strategies thus far?
Sincerely,
Justin Extern
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ASKING FOR CLARIFICATION OR SUPPORT ON AN ASSIGNMENT
Many of you had “open-door” policies, so students could reach out at any point when they had a question
about an assignment. In virtual supervision, think about how you want students to reach out when they
have questions outside of their regular weekly meeting. Do you want them to email you the question?
Email you for a quick meeting time? Many students will worry that they are taking your time
unnecessarily if they aren’t told that they can reach out with these questions.
Whether you want email questions or meetings, we suggest encouraging your students to write up the
thrust of their question. (Sometimes just identifying the question can help them resolve it!). It may seem
heavy-handed to explicitly tell students what to include in check-in emails, but it isn’t! They want to know
what you want! And this guidance is part of their professionalism training and will assist them in your
office and in the future.
A suggested format is:
• reminding you of the assignment
• what the question is, and
• what they have already tried to resolve it.
If they have provided this information, you will have a better sense of: 1) if a phone call is required, and 2)
if you want the student to send you any other information to review before you meet.
For example:
Hi Sally Supervisor:
I know you are super busy, but if you have a few minutes, I have a question about my research assignment
on the CARES ACT and small businesses.
I was asked to figure out what small businesses will qualify for forgivable loans, and how it might be
different for non-profits versus for-profit businesses. I have gotten confused because I looked at some
resources on the Health and Human Services website, the Department of Labor website, and the Berkeley
Law website, but there is some mixed guidance coming from these sites about who qualifies. I tried to
read the CARES Act itself, but I couldn’t figure out the right place to be looking (it is very long). Since
there aren’t any treatises on this, I am not sure which source to rely on or how I should handle this? Do
you have a few minutes to check in?
Thanks, Stressed Student
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Ideas for Remote Extern Work
It is always preferable for students to receive organic assignments that are helpful to you and contribute to
your legal work, but if you are having trouble finding remote work for your extern, consider some of the
following ideas.
1. Invite students to observe your team meetings, client interviews, negotiations with opposing counsel,
hearings, strategy sessions, case reviews, etc.
2. Reach out to other attorneys in the office and ask for assignments.
3. Assign students those long-term tasks that have been on the backburner.
4. Ask students to update manuals, charts, bench books, fact sheets, etc.
5. Turn a shorter assignment into a longer memorandum or writing sample that can be written and
researched from home.
6. Assign students research and writing for matters that you anticipate will likely come up in the next
several months.
7. Allow students access to email remotely. Even if students cannot access databases and files, they can
receive assignments and stay connected via email.
8. Ask students to read articles you have been meaning to get to and write a summary.
9. Arrange informational interviews between students and colleagues to discuss the student's career
path.
10. Have students write summaries or briefs of new or salient cases for you to use as a reference.
11. Have students create and give a presentation to staff or community partners. Students can present on
an assignment, specific project they have enjoyed or been inspired by, or a more general summary of
their work.
12. Find opportunities for students to participate in communication and correspondence with clients,
community partners, opposing counsel, etc.
13. Ask students to read background materials and attend CLEs. Give students access to training
materials and webinars.
14. Involve students in prep and mock sessions for court.
15. Help students connect virtually with others in your field through virtual networking and community
events.

45

Planning and Assignment Tracking
The beginning of the summer or semester—even if it is not the first time you have worked with this
particular student—is a natural time to check in on what the student is hoping to learn from the experience
and what opportunities you see arising in the semester. Being explicit about this will be even more
important in a virtual setting where supervisors can’t simply grab an extern to join in a conversation or to
introduce them around in the halls.
Students all, to varied degrees, are seeking all of the following from externships:
1. To improve their legal skills. As you know, the skills needed for excellent practice are varied. We have
included a list of the 26 Lawyering Competencies to assist thinking about all of the skills that students are
working on developing.
2. To increase their knowledge of a substantive area of the law, such as criminal justice, family law,
environmental law, administrative law, or general civil practice.
3. To better understand the mission and operation of a particular government agency, court, non- profit, or
for-profit office. Students are trying to learn what to expect at work and determine what environment is a
best fit for their work style and personality.
4. To increase their network and develop networking skills. This both means that they are looking to
speak to lawyers about how they started their own careers and seek advice for the decisions they have
ahead, and also to learn how to connect with specialized professional networks in the field (i.e. of tax
lawyers, or family lawyers, or in-house counsel).
5. Finally, and perhaps most importantly, externships assist law student in developing their professional
identities. As a supervisor, you and those in your office are modeling how you approach your clients and
their concerns, as well as other lawyers, and other staff. Through observation and discussion students are
forming their own professional values and increasing their understanding of how professional
responsibility impacts the day-to-day practice of law. And students learn how, as professionals, it is
important to continually self-assess and evaluate their skills to improve their abilities and advocacy.
 Consider how you start the semester. Having students formally indicate their goals and interests
allows the student and you something to measure their accomplishments and process. Meeting
with students at the beginning of the semester to discuss their goals and interests will serve you,
the student and your organizations. Do they get to see and select from a list of possible
assignments? Do you have them prioritize their goals, interests, and potential tasks?
 More specifically, all externship students will complete a Professional Development Plan
where they lay out some goals for the semester. This Plan (which must be shown and discussed
with you) can be a good jumping off point for talking to students about the variety of work
available in the office and what might fit the student’s and office’s needs best.
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Spreadsheet Model-

You can download a version from here: tinyurl.com/ExternTracker
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Possible Assignment Cover Sheet
Student Name/Email/Phone:
Supervising Attorney Name/Email/Phone:
Date:
Assignment/Task to be Completed:

Date to be Completed by:
Format to be Completed in: oral, written, memo, brief, etc.:
Suggestions for getting started - templates, people to talk to, etc.:
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SUPERVISOR’S ASSIGNMENT CHECKLIST
Things to Remember When Giving an Assignment to a Student
Deadline – when the project is due (date and time), and possibly the priority of assignment
Context for the assignment – how does this piece fit into the larger picture? This also may
give the student a picture of who the audience is for the project (just you? file? client?)
Where student should start with research (treatise? internal file? case? statute? regulation?)
What jurisdiction/s that matters (if applicable)
Samples of memo/brief/comment/etc. (if applicable)
When and how you want the student to check-in with you (if you want to say “if you have
questions,” consider setting a time in the next day or two to have them email)
Format of what you expect, and anticipated length. Do you want copies of authority?
Have the student sum up the assignment via email or Zoom.
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STUDENT ASSIGNMENT CLARIFICATION “CHEAT SHEET”
Understanding what is expected of you when you receive an assignment at your externship is essential
to producing quality work product. Use this checklist as appropriate to make sure you have answers to
all the relevant questions for the particular task you are being assigned. This will help minimize the
number of times you approach your supervisor to ask questions to clarify the assignment.
When do you need this? or How long do I have to work on this? or How long should I spend on this
project?
Are you available if I have questions or need to check in? Can I email you with questions?
Do you have any suggestions about the best place to start my research? or I was thinking of starting
with the treatises [or Westlaw] [or the Rutter Guide]; would you recommend anything else?
th

Are you interested in federal [or state or 9 Circuit] law only, or should I broaden my search?
Are there any samples of this type of [motion/brief/pleading/memo] I can look at? Where can I find
them?
Along with my memo, do you want me to turn in copies of the cases or other research materials I
used? Or perhaps only the cases I thought were relevant? [Even if the answer is “no,” save them in case
your supervisor asks for them later. Thus, I recommend that you email the cases/material to your email
account rather than printing hard copies directly from Lexis/Westlaw, which will allow you to easily
retrieve them at a later time.]
Are there any documents from the case file that I can look at to familiarize myself with the case more
generally? or Is there anyone else in the office that you think I should talk to about this assignment?
Who is my audience? or Is there anyone other than you who will read what I give you?
In what ways are you planning to use this information? A letter to the client? A contract? A pleading?
And the most important one:
OK, just to make sure I understand, you want me to… (sum up assignment).
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Remote Observation Tips
“Oftentimes there is more to learn from watching or interacting with attorneys/clients than there
is from drafting or research.” - William Ross, USF Student, Spring 2020
Means of Observation
1. Telephone
2. Video Conference
3. Court Webcasts
4. Other Remote Means
Types of Observation
• Anything you would have taken the student to in-person
• Meetings
o Client meetings
o Staff meetings
o Strategy sessions
o Calls: Opposing counsel, client, managing partner/litigation director, witness, court
clerk, paralegal
o Don’t forget to patch in your student!
• Networking/Community Events
o CLEs
o Community organization collaboration and outreach
o Bar events
o Informational interviews or brown bags (internal and larger legal community)
• Proceedings and Discovery and Settlement
o Hearings, settlement conferences, mediations, oral argument, motions, trials,
depositions
o CourtCall, Zoom proceedings, Webcasts of court proceedings
• Your Colleagues’ Meetings, Proceedings, Calls, Etc.
• Be creative! Reach out to colleagues and ask for your student to tag along (remotely).
Debrief Conversation
• This is your walk back from court talk where you tell your student what you really think!
Don’t forget to call your student back and debrief after the meeting!
• A candid conversation about the meeting or proceeding is invaluable to the student.
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Building Community with
Remote Externs

8 Fun Ideas for Team Building:
1. Games on Jack Box
2. Trivia on House Party
3. Board games on BlueJeans
4. Remote talent show, TikTok-style
5. Cook the same recipe together over Zoom
6. Do a Bob Ross tutorial from YouTube over Zoom
7. Have a 10-minute dance party over Zoom
8. Watch a legal movie together with Netflix Party
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Shaping Future
Lawyers:
Feedback, Feedback,
Feedback
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Providing Feedback

Feedback Best Practices: Provide Timely and Constructive Feedback on All Assignments 1
Timely Feedback –
Externs should receive timely feedback on every completed assignment from the assigning attorney. One
supervision model suggests that supervision should be FAST:
a) Frequent – the weekly meetings work well to assure the frequency of feedback;
b) Accurate – describe actions or behaviors that can be addressed, not the person;
c) Specific – pinpoint discrete identifiable points to be replicated or improved upon;
d) Timely – if too much time passes, externs are likely to repeat their mistakes.
Constructive Feedback –
You may be reluctant to critique an extern’s work, but externs need, deserve, and actually want honest
feedback. Without feedback, externs often assume that "no news is good news," and will continue to repeat
the same errors unless they are given specific suggestions regarding how to improve. Because student
externs are not compensated monetarily for their work, it is useful to think of feedback as the “payment”
they receive for the hours they are working.

1

Excerpt from BACE Best Practices Manual and University of Denver Supervising Attorney Manual.
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Tips for Engaging with Remote Externs
Appendix I:
Constructive Feedback Framework
FAST
• Frequent
• Accurate
• Specific
• Timely
BAM
• Bump it
• Always focus on the good first, room for improvement second
• Make them better
SKM
• What you should Stop doing
• What you should Keep doing
• What you should do More of
AID Strategy
• Actions: specific observations
• Impact: result of the actions
• Do: mutually agree on alternative approaches for the future
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Do not Hesitate: Provide Feedback on Professionalism
Feedback is traditionally provided on research, writing, and oral presentations or court appearances, but
new study data suggests that supervisors should be providing feedback on professionalism characteristics.
A 2016 study from Educating Tomorrow’s Lawyers (ETL) found that, of the top ten skills that hiring
attorneys 2 from all arenas cited as necessary, not a single one was a traditional legal skill. Rather, as you
see below, these traits related more to professionalism and work ethic. Thus, feedback on an extern’s
confidentiality, timeliness, integrity, reliability, etc., is as—or more—important than providing this for
traditional legal skills.

2

The methodology for the study, and the full results, can be found at: http://iaals.du.edu/educating-tomorrows-lawyers.This data
was compiled based on responses from over 24,000 attorneys.
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Possible Assignment Feedback Sheet
Student Name/Email/Phone:
Supervising Attorney Name/Email/Phone:
Date:
Assignment/Task Completed:
Thoughts on the assignment – a few specifics where I did well in the process/product:

Thoughts on the assignment – a few specifics of where I should continue to seek improvement:

Professionalism (timeliness, interaction with attorney, etc.) throughout the assignment:

What happens to my work after it is turned in?

Are there any next steps I should take?

57

Categories for Feedback on Written & Oral Work
Written Assignments
1. Structure/Organization – Was this logical? Easy to follow? Clear to the reader?
2. Analysis – Clearly identifies issue/s? Synthesizes or states rule? Adequately supports rule?
Applies rule to facts? Follows IRAC?
3. Mechanics – Follows grammar rules (sentence structure, punctuation, etc.)? Correctly
uses citations (in appropriate places and follows Bluebook or CA style rules)?
4. Tone – Objective or persuasive as needed? Tone is appropriate to assignment/audience?
5. Professionalism – Work was timely completed? Format was what was asked for/expected?

Oral Report
1. Organization – Question restated up front? Followed a logical structure? Listener could
follow?
2. Analysis – Logical? Sufficiently supported? Related to facts/case (if applicable)?
Sufficient detail offered? Ultimate question was answered?
3. Presentation – Speed okay? Eye contact? Pace? Tone? Posture? Ums (filler speech)?
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Generate Self-Evaluation and Focused Feedback with Externs –
Ask them to offer questions about their written product in Word Comments to elicit specific feedback.
Ask externs to put a few comments/questions in their work, in areas where they were struggling or want
specific feedback. This can ensure that you are aware of where they are having questions and forces them
to be assessing as they produce. An example is here – see the side questions from “A Student” that were
submitted with the paper.
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Additional
Resources
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BACE Supervisor’s Manual
BACE has worked to develop joint evaluations and standards for the supervision of
externs in their placements including the BACE Manual for Extern Supervisors. This
manual has been developed with the participation of BACE member schools and
reflects the ABA requirements for the conduct of externship programs. The manual
articulates the standards we expect our extern supervisors to follow and highlights
best practices in extern supervision. We recognize and appreciate the demands on
your time and understand that supervision of a law student adds to your duties and
responsibilities. As we work to develop meaningful and exciting externship
placements, we hope you will offer us your suggestions and feedback.

SoCalEx Supervisor’s Manual
For more than 25 years, Southern California Externships (SoCalEx) has supported
the teaching and mentoring work of the hundreds of attorneys and judges who
volunteer to supervise law students throughout Southern California. This field
supervision manual incorporates the joint supervision standards SoCalEx member
law schools have developed and highlights common fieldwork issues that are often
of interest to students and field supervisors. We hope these materials will be of value
to you in your supervision efforts and thank you for your willingness to teach and
mentor our students. Your participation in our program as a supervising attorney or
judge and educator is our most valued asset.
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ABA Standards and Rules of Procedure
for Approval of Law Schools 2019-2020
ABA Standard 304
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What Employers Should Know About Law School Externship Programs

Externships provide second- and third-year law students the opportunity to put their education
into practice.
All of the California ABA-accredited law schools listed below allow students to extern at
government agencies and nonprofit organizations. Southern California and Northern California
law schools coordinate programming and combine resources through regional externship
consortiums: Bay Area Consortium on Externships (BACE) and SoCalEx. Nearly all of the
schools allow students to extern in judicial chambers or the courts. At approximately half of the
schools, students can work at private placements, either in law firms or in-house legal
departments. Some schools allow students to receive pay and credit for their work.
Most schools have similar requirements for placements, including substantive assignments, goalsetting and professional development exercises, regular individual meetings with the students,
specific and timely feedback on student work, comprehensive evaluations of the student’s
progress, and site visits with the Externship Director. These policies are intended to ensure a
high-quality experience for students working under the supervision of experienced practitioners
and judicial officers.
While in-person, in-office interactions are invaluable to the growth and development of law
students, schools appreciate the flexibility and responsiveness employers have shown in allowing
externs to work remotely during the COVID-19 crisis. To provide additional guidance on
supervising remote externs in this unique environment, BACE and SoCalEx are hosting a
webinar on May 1, 12:15-1:30 p.m., and May 5, 3:00-4:15 p.m. Please contact
nrkatz2@usfca.edu for more information.
The process to post an externship opportunity varies with each school. It is best to reach out to
the individual school at the contact information provided below (listed in alphabetical order).
Chapman University Fowler School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: Yes
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 20
Externship Director’s Contact Information: Carolyn Larmore, larmore@chapman.edu,
(714) 628-2651
Career Services Contact Information: Susie Park, suspark@chapman.edu, (714) 6282626
How to Advertise a Position: Contact Carolyn Larmore, larmore@chapman.edu
Golden Gate University School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
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Paid Placements Permitted: Yes
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 8-40 hours (fall & spring);
15-40 hours (summer)
Externship Director’s Contact Information: Allison Wang, awang@ggu.edu, (415) 4426698
Career Services Contact Information: Robert Pimm, lawcareer@ggu.edu, (415) 4426625
How to Advertise a Position: Visit http://ggu.edu/academics/clinics/externships,
complete Job Posting Form and submit form to externships@ggu.edu
Loyola Law School:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: Up to 40
Externship Director’s Contact Information: Rebecca Delfino, rebecca.delfino@lls.edu,
(213) 736-1498; for private placements, Grace Parrish, grace.parrish@lls.edu, (213)
736-1139
Career Services Contact Information: careerdevelopment@lls.edu, (213) 736-1150
How to Advertise a Position: Send advertisement to careerdevelopment@lls.edu and
copy rebecca.delfino@lls.edu
Pepperdine University Caruso School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes, for corporate counsel positions
Paid Placements Permitted: Yes
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: Up to 40
Externship Director’s Contact Information: Sophia Hamilton,
sophia.hamilton@pepperdine.edu, (310) 506-4758
Career Services Contact Information: Michelle Feinstein,
michelle.feinstein@pepperdine.edu, (310) 506-7438 How
to Advertise a Position: Email cdo@pepperdine.edu
Santa Clara School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: Yes
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: Varies based on semester
and type of placement
Externship Director’s Contact Information: Thiadora Pina, tpina@scu.edu, (408) 5513268
Career Services Contact Information: Marissa Sinha, mnsinha@scu.edu, (408) 554-5142

67

How to Advertise a Position: Review "Sponsor Requirements" on
https://law.scu.edu/externship/ or email ExPro@scu.edu
Southwestern Law School:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: Yes
Terms in which Externships Are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 13-40 in fall and spring,
depending on type of externship; 16-40 in summer
Externship Director’s Contact Information: Anahid Gharakhanian,
agharakhanian@swlaw.edu, (213) 738-6786
Career Services Contact Information: Shahrzad (Shar) Poormosleh,
spoormosleh@swlaw.edu, (213) 738-6794
How to Advertise a Position: Contact externship office at externoffice@swlaw.edu
Stanford Law School:
Types of Externships Permitted: Government, non-profit, civil, criminal
Private Placements Permitted: No
Paid Placements Permitted: No
Terms in which Externships are Offered: Stanford offers classes on a quarter system: fall
quarter (mid-September-November), winter quarter (January-March), and spring quarter
(April-May)
Number of Hours per Week Students can Work at Externship: 20-34 for Bay Area
placements, 40 for out-of-region placements
Externship Director’s Contact Information: Michael Winn,
mikewinn@law.stanford.edu, (650) 725-7505
Career Services Contact Information: Anna Wang, annawang@law.stanford.edu, (650)
723-2519
How to Advertise a Position: Contact public.interest@law.stanford.edu
UC Berkeley School or Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: No
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring
Number of Hours per Week Students can Work at Externship: 16-40
Externship Director’s Contact Information: Sue Schechter,
sschechter@law.berkeley.edu, (510) 643-7387
Career Services Contact Information: Terrence Galligan, tgalligan@law.berkeley.edu,
(510) 642-7746
How to Advertise a Position: Email the Career Development Office
career@law.berkeley.edu to create a bLINE account where organizations can add new
listings under the “Job Postings” tab
UC Davis School of Law:
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Types of Externships Permitted: Government, non-profit, civil, judicial
Private Placements Permitted: No
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring
Number of Hours per Week Students can Work at Externship: 8-24 or 40
Externship Director’s Contact Information: Dena Bauman, drbauman@ucdavis.edu,
(530) 752-3142
Career Services Contact Information: careerservices@law.ucdavis.edu, (530) 752-6574
How to Advertise a Position: Contact Dena Bauman, drbauman@ucdavis.edu
UC Hastings College of the Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes, in the Corporate Counsel Externship Program
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring
Number of Hours per Week Students can Work at Externship: 12-20 (civil/criminal); 35
(judicial)
Externship Director’s Contact Information: Nira Geevargis, geevargis@uchastings.edu,
(415) 581-8908
Career Services Contact Information: Darell Alforte, careers@uchastings.edu, (415) 5654619
How to Advertise a Position: Email careers@hastings.edu
UC Irvine School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: No
Paid Placements Permitted: Generally, no
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: At least 12
Externship Director’s Contact Information: D’lorah L. Hughes, dhughes@law.uci.edu,
(949) 824-9809
Career Services Contact Information: Brandy Stewart, bstewart@law.uci.edu
How to Advertise a Position: Contact D’lorah Hughes, externship@law.uci.edu, (949)
824-9809
UCLA School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal (parttime only: in-house counsel)
Private Placements Permitted: Yes, only with in-house counsel
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring
Number of Hours per Week Students can Work at Externship:12-40 (JD students); 8-32
(LLM students)
Externship Director’s Contact Information: Stephanie Davidson,
davidsons@law.ucla.edu, (310) 206-4945
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Career Services Contact Information: Beth Moeller, moeller@law.ucla.edu, (310) 2061117
How to Advertise a Position: Email externshipprogram@law.ucla.edu
USC Gould School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 40
Externship Director’s Contact Information: Laura Riley, lriley@law.usc.edu, (213) 7401496
Career Services Contact Information: Rachel Kronick Rothbart, rrothbart@law.usc.edu,
(213) 740-7397
How to Advertise a Position: Contact careers@law.usc.edu or post on Symplicity
University of the Pacific, McGeorge School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes, under very limited circumstances
Paid Placements Permitted: No
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 10.5-14.5 for general
externships, 20 or 40 for semester-in-practice externships
Externship Director’s Contact Information: Colleen Truden, ctruden@pacific.edu, (916)
739-7188
Career Services Contact Information: Molly Stafford, saclawcareers@pacific.edu, (916)
739-7011
How to Advertise a Position: Contact sacexternships@pacific.edu
University of San Francisco School of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: Yes
Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: 10-42, with some variation
depending on term
Externship Director’s Contact Information: Anne Sidwell, asidwell@usfca.edu, (415)
422-4469
Career Services Contact Information: Tajira McCoy, lawcareer@usfca.edu, (415) 4226757
How to Advertise a Position: Contact Anne Sidwell, asidwell@usfca.edu
Western State College of Law:
Types of Externships Permitted: Government, non-profit, civil, judicial, criminal
Private Placements Permitted: Yes
Paid Placements Permitted: No
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Terms in which Externships are Offered: Fall, spring, summer
Number of Hours per Week Students can Work at Externship: Varies
Externship Director’s Contact Information: Deirdre Kelly, dekelly@wsulaw.edu, (714)
459-1106
Career Services Contact Information: Deirdre Kelly, dekelly@wsulaw.edu, (714) 4591106
How to Advertise a Position: Email Deirdre Kelly, dekelly@wsulaw.edu
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BAY AREA CONSORTIUM ON EXTERNSHIPS

Bay Area law schools formed BACE, a network of Northern California externship directors collaborating on
field placement oversight and student development in the experiential learning context. BACE has worked to
improve the student and supervisor experience through creating evaluation forms, conducting trainings, and
providing general support.

BACE Member Schools Contact List
Golden Gate University School of Law
Allison Wang
Visiting Professor
Director, Externship Program
Golden Gate University School of Law
536 Mission Street
San Francisco, California 94105
(415) 442-6698 ∙ awang@ggu.edu
http://law.ggu.edu/clinics-and-centers/externships/
Santa Clara University School of Law
Thiadora A. Pina
Associate Clinical Professor
Director, Externship Program (ExPro)
Santa Clara University School of Law
500 El Camino Real
Santa Clara, CA 95053-0448
(408) 551-3268 ∙ tpina@scu.edu
https://law.scu.edu/externship
Stanford Law School
Michael Winn
Director, Pro Bono & Externship Programs + Lecturer in Law
John and Terry Levin Center for Public Service and Public
Interest Law
559 Nathan Abbott Way
Stanford, CA 94305-8610
(650) 725-7909 ∙ mikewinn@law.stanford.edu

http://www.law.stanford.edu/program/centers/pip/externship

University of California, Berkeley School of Law
Sue Schechter
Director, Field Placement Program & Lecturer-in-Residence
UC Berkeley School of Law
471 Law Building
Berkeley, CA 94620-7200
(510) 643-7387 ∙ sschechter@law.berkeley.edu
https://www.law.berkeley.edu/experiential/fieldplacement-program/

UC Davis, School of Law
Dena Bauman
Director of Externship Programs
UC Davis, School of Law
400 Mrak Hall Drive
Davis, CA 95616
(530) 752-3142 ∙ drbauman@ucdavis.edu
https://law.ucdavis.edu/externships/
University of California, Hastings College of the Law
Nira Geevargis
Associate Clinical Professor & Director of Externship Programs
University of California, Hastings College of the Law
100 McAllister Street
San Francisco, CA 94102
(415) 581-8908 ∙ geevargis@uchastings.edu
http://www.uchastings.edu/academics/clinicalprograms/Externships/index.php
Brittany Glidden
Associate Clinical Professor
Director, Externship and Pro Bono Programs
University of California, Hastings College of the Law
200 McAllister Street
San Francisco, CA 94102
(415) 565-4620 ∙ gliddenbrittany@uchastings.edu
University of the Pacific, McGeorge School of Law
Colleen Truden
Director of Externships & Lecturer in Law
University of the Pacific, McGeorge School of Law
3200 Fifth Avenue
Sacramento, CA 95817
(916) 340-6104 ∙ ctruden@pacific.edu
Go.mcgeorge.edu/externships
University of San Francisco School of Law
Anne Sidwell
Externship Director
University of San Francisco School of Law
2130 Fulton Street
San Francisco, CA 94117
(415) 422-4467 ∙ asidwell@usfca.edu
https://www.usfca.edu/law/professional-skills/externships
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SoCalEx ADMINISTRATORS, FACULTY AND STAFF
Updated January 2020
Chapman University Dale E. Fowler School of Law
Carolyn Young Larmore, Director of Externship Program and Professor of the Practice of Law,
714/628-2651, Larmore@chapman.edu
Loyola Law School
Rebecca A. Delfino, Faculty Externship Director and Associate Clinical Professor of Law,
213/736-1498, Rebecca.Delfino@lls.edu
Camille Toomer, Assistant to the Director, 213/736-1103, Camille.toomer@lls.edu
Sande Buhai, Faculty Public Interest Director and Clinical Professor of Law, 213/736-1156,
Sande.buhai@lls.edu.
Christine Zeimantz, Assistant to the Director, 213/736-1059, Christine.zeimantz@lls.edu
Grace Parrish, Program Director of Private Field Placements, Adjunct Professor, 213/736-1139,
grace.parrish@lls.edu
Pepperdine University School of Law
Sophia D. Hamilton, Executive Director of Externship and Pro Bono Programs & Adjunct
Professor of Law, 310/506-4758, sophia.hamilton@pepperdine.edu
Kellie Kamimoto, Clinical Program Manager, 310/506-7449, kellie.kamimoto@pepperdine.edu
Southwestern Law School
Anahid Gharakhanian, Director of the Externship Program and Professor of Legal Analysis,
Writing and Skills, 213/738-6786, agharakhanian@swlaw.edu
Mitzie Vitela, Senior Associate Director of the Externship Program, 213/736-6802.
mvitela@swlaw.edu
Lucia Rodriguez, Assistant Director of the Externship Program, 213/738-6802,
lrodriguez@swlaw.edu
UC Irvine School of Law
D’lorah L. Hughes, Director of Externships & Adjunct Professor of Law, 949/824-4939,
dhughes@law.uci.edu
UCLA School of Law
Stephanie Davidson, Director of Extern & Field Placements, 310/206-4945,
davidsons@law.ucla.edu
externshipprogram@law.ucla.edu
University of La Verne College of Law
Diane Uchimiya, Professor of Externships, 909/460-2032, duchimiya@laverne.edu
USC Gould School of Law
Laura Riley. Director of Experiential Learning and Adjunct Assistant Professor of Law, 213/8214705, lriley@law.usc.edu
Western State College of Law
Deirdre Kelly, Asst. Dean for Career Services and Externship Director, 714/459-1106,
Dekelly@wsulaw.edu
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