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KHE-AA-160 Site Supervisor Instructions




    Externship Facility Name
Thank you for agreeing to provide our students with the opportunity to perform their required competencies under your direct supervision and to obtain practical training in an actual business setting.  We are confident that you and your facility will provide the student with ample opportunity to perform the skills and gain confidence prior to entering the workforce.

To familiarize you with the specifics associated with the Site Supervisor functions, please take a few moments to read through the following information, and then have the Externship Coordinator answer any questions you might have before signing the acknowledgement at the bottom of this form:  

1. Students must at all times be under the direct supervision of a staff member who works in the same capacity as the student extern.

2. The student must satisfactorily perform or observe a minimum of 75% of the skills listed on the performance evaluation form. Although we prefer that 100% of the skills be performed and evaluated at the site, we can allow up to a maximum of 25% of the skills to be “observed” under certain conditions. If your facility will not allow certain skills to be performed by a student, it is requested that the student observe the skill being performed, and then describe and/or critique the salient points with you so that the skill can be marked as “observed”.    

3. The student must satisfactorily complete the required number of externship hours at the site as documented on the hourly timesheet by the Site Supervisor. Only those hours spent performing duties that are directly related to their field of study can be counted towards this requirement.

4. The student must sign in and sign out daily, and be provided with an appropriate lunch break. The lunch period and any time spent on breaks will not count toward the total externship hour requirement. Due to internal regulations, it is extremely important that the student’s attendance be provided to the school on a daily basis, or at a minimum, every five days. Please use only the standardized hourly timesheet that has been provided to you.

5. When the student was assigned to your facility, they were provided with an “Externship Site Confirmation” form, which you will need to complete and return to the school/college on the student’s first scheduled day on-site. This form is to confirm the student’s attendance on the first day and expected schedule for the duration of their externship. You are asked to immediately notify the school if the student is absent one or more times, shows a pattern of tardiness, or leaves early without your specific approval.

6. The Externship Coordinator will make site visitations on a random basis to discuss the student’s progress, their level of competence, and to resolve any issues that may be impeding satisfactory progress. Please feel free to request a visit at any time you believe the situation so warrants. 

7. If your facility is interested in hiring the student as a fulltime employee at the completion of their externship hours, please notify the school’s Career Service department as soon as possible.

8. At the completion of the externship component, please return a signed Performance Evaluation form to the school/college along with any comments or recommendations for hire that you feel are appropriate. 

_______________________________________________


_____________________

Site Supervisor’s Signature






Date
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