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Introduction to Handbook

The Illinois Institute of Technology (Illinois Tech) Clinical Psychology program faculty
acknowledge that practicum (also sometimes called ‘Externship’) experiences are an
indispensable part of training in clinical psychology. This handbook has been prepared to
assist our Clinical Psychology program students in their participation in the clinical
practicum training experiences.

The information in this handbook is meant to assist students in their practicum experience
by:

● Providing an overview of practicum training
● Outlining the annual sequence of requirements related to practicum training
● Detailing practicum requirements, and
● Articulating each student's responsibilities with regard to practicum

This handbook is intended to be read annually by students engaging in practicum
training. For questions not addressed here, students are also encouraged to consult about
practicum with their clinical advisor and the Associate Director of Clinical Training
(DCT)/Practicum Coordinator.

Overview of Practicum Training

What is a Practicum?

A practicum is a developmentally appropriate, planned, and supervised clinical training
experience completed during the education process. Each practicum consists of observing
and applying principles, methods, and techniques (both assessment and interventions)
learned in the training program. Both our training program and licensing boards require
practicum for the purpose of advancing applied skills development.

The Associate DCT/Practicum Coordinator

The Associate DCT of the Clinical Program serves as the Practicum Coordinator. The
role of the Practicum Coordinator is to support all students applying for a practicum
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position in the next academic year. You can reach out to the Practicum Coordinator
anytime with questions or concerns related to your current or future practica. The
Practicum Coordinator also will email you with information related to practicum and with
requests for information from you. Please read all emails from the Practicum
Coordinator thoroughly, and reply to them promptly, ideally within 1-2 business
days.

Preparation for Practicum

Each year in the fall semester preceding the practicum application season, the Practicum
Coordinator will meet with first-year program students. At this meeting, the Practicum
Coordinator will describe the Illinois Tech training model, various training sites, and the
procedures for applying to them.

To prepare and assist students with their first practicum, students take Therapy I (in the
spring semester of first year, prior to starting practicum) and Therapy II (in the fall
semester of second year, concurrent with the first external practicum). Second year
students who are on their first practicum also participate in weekly Illinois Tech group
supervision for one hour, provided by the Practicum Coordinator. See below for related
information on course registration.

Practicum Course Registration

Practicum training involves course registration for two of the three years practica are
required. Below is the breakdown of the required credit registration related to practicum
training.

Course Registered For: Clinical Practicum (PSYC 533) = 4 total credit hours
Year 2: 1 credit during the fall & spring semesters, for a total of 2 credits*

*These 2 credits are represented and satisfied by the weekly group supervision
meeting with the Practicum Coordinator.

Year 3: 1 credit during the fall & spring semesters, for a total of 2 credits
Year 4: No course credits required, although a practicum training experience is required
Year 5: If a student completes a practicum this year, no credit registration is required
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Practicum Training & Timeline

Each student spends 15-20 hours on average per week during their second, third, and
fourth years at practicum sites in community settings. In the first practicum (second
year), students typically work in a range of sites in the Chicagoland area doing
psychotherapy with diverse adult populations. Students typically select sites to apply to,
from a “Beginner Site” list, although if students enter the program with previous clinical
experience, they can discuss potentially applying to sites from the Clinical Program’s
“Advanced Site” list (these lists are discussed more later).

In the second practicum (third year), students typically complete an assessment-based
practicum. That is, they gain skills in administering, scoring, and writing related reports
for cognitive, neuropsychological, personality, and psychodiagnostic assessments. It is
important to complete integrated assessment reports prior to applying for Internship at the
end of the program, and students’ assessment practicum is frequently when such reports
are completed. Assessment sites are primarily found on the “Advanced Site” list.

In the third practicum (fourth year), also known as the advanced practicum, students
obtain more specialized experience based on their specific interests and training goals.
Examples of specialized training sites for advanced practica include those focusing on
health psychology, anxiety and mood disorders, pediatric psychology, behavioral
medicine, rehabilitation, inpatient and outpatient mental health, and child assessment and
therapy. Advanced practicum sites are found on the “Advanced Site” list.

Students are allowed to do additional external practicum beyond those listed above,
especially to reduce perceived limitations in their training, address specific needs related
to internship applications to particular sites, or prevent long gaps without clinical training
(e.g., applying for internship after two years with no practicum experience). These
additional practicum experiences must be approved by the student’s research advisor,
discussed with the student’s clinical advisor, and approved by the Practicum Coordinator.
Except in unusual circumstances, the normal practicum sequence easily provides
sufficient practicum hours for internship. Student concerns about requirements placed on
them by a practicum site should be discussed with the Practicum Coordinator.
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More on Supervision

Students receive at least one hour weekly of individual clinical supervision from an
on-site supervisor for each practicum experience. On-site supervisors are typically
doctoral-level licensed clinical psychologists, and may include other licensed mental
health professionals (e.g., LCSW).

Per above, all second-year students participate in supplemental weekly group supervision
with a clinical faculty member who is a licensed clinical psychologist. The Clinical
Program also provides additional individual supervision by a faculty member who is a
licensed clinical psychologist – currently the Practicum Coordinator – for those students
who are not supervised by a doctoral-level licensed clinician at their site. This
supplemental supervision is intended to ensure that all students are receiving
evidence-based training in clinical work consistent with our training model. This
supervision may be provided virtually; our associated Telesupervision Policy can be
found in the Appendix.

Evaluation

Students are evaluated formally on practicum-related competencies twice annually – once
at Mid-Year, which occurs around November of the training year, and once at
End-of-Year, which occurs around April. The evaluation form is the same at each time of
year (see Appendix) and is comprised of two qualitative items, and many quantitative
items in which students receive ratings of 1 = Development lags expectation; remedial
action required; 2 = Development lags expectation; address within supervision; 3 =
Developing as expected toward basic competency; 4 = Achieved basic competency; 5 =
Achieved advanced competency; or, N/A for “Not applicable or unable to judge.”

Each item on the evaluation form represents a Minimum Level of Achievement (MLA).
MLAs are discussed more specifically in the Program Handbook, however briefly: MLAs
represent levels of achievement that our students must reach in terms of competencies
and knowledge, for our program to maintain accreditation with the American
Psychological Association (APA). MLAs apply to coursework, program milestones, and
practicum training. Specifically for practicum training, a student reaches MLAs when
they receive a rating of 3 or above on each item on the practicum evaluation.
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Students who receive a rating of 2 or below on one or more items likely will receive a
Professional Development Plan to help support them in increasing their ratings into the
range of MLA. Failure to improve ratings after completing a Professional Development
Plan may then trigger a Remediation Plan - which provides extra support to students and
which has consequences for non-completion, e.g., potential dismissal from the Program.
Related, students who receive a rating of 1 on any practicum evaluation likely will
receive a Remediation Plan to provide structured support in increasing their ratings into
the range of MLA, and potential consequences up to practicum and program dismissal for
those unable to increase their ratings into the MLA range of 3+ by the end of the
practicum.

Tracking Practicum Hours Annually

At the end of each training year, the Practicum Coordinator will email students on
practicum the “Final Practicum Hours Confirmation Form” (see Appendix). There are
two purposes of this form: The first is to help the student regularly track their training in
four important domains: number of hours conducting therapeutic interventions, number
of hours conducting psychological assessments, number of hours in supervision, and
number of integrated assessment reports completed. The second is to gather data for the
Director of Clinical Training on each student’s numbers in these categories. After
students receive the form via email from the Practicum Coordinator, they must complete
the top half of the form, save it, and email the saved form to their supervisor. Their
supervisor will then confirm the information entered into the form by the student, sign the
form electronically, save it, and email it back to the Practicum Coordinator. Students may
gather the data needed to complete this form using their Time2Track account (see below),
or by using objective data from their practicum site, e.g., electronic client meeting
records.

Relationship with Sites

Overall, the practicum training agencies are an important part of Illinois Tech’s clinical
training. Faculty and students should maintain a positive relationship with these
practicum agencies through frequent consultation and communication. We are guests of
these agencies, and they have ultimate ethical and legal responsibility for their clients.
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Any adjunctive supervision from Illinois Tech faculty should be viewed through a lens of
consultation, with final treatment decisions resting with the agencies.

How Practicum Relates to Clinical Training Outside the
Program

All practica are formal arrangements between the external agency and the Clinical
Program (i.e., not the student) and must be arranged through the Practicum Coordinator.

Students who believe a potential practicum experience exists, but is not currently on our
practicum list, may attempt to independently establish/create a practicum. This process
usually starts with the student having or forming an independent relationship with a site,
and then discussing this potential practicum opportunity with the Practicum Coordinator;
if approved, the Practicum Coordinator will meet with the potential site for a “site visit”,
to ensure the site meets the training needs established by the Program. If so, the student
may be able to train at the site for a formal practicum; and, if desired by the site, the site
may be added as an ongoing practicum site for Illinois Tech students.

Students who wish to have additional clinical training experiences outside of formal
practica must apply for approval to engage in this work, by completing the Outside
Clinical Experiences form (see Appendix). The purpose of requiring this approval is for
Clinical Program faculty to ensure that students are participating in clinical training
experiences that are consistent with the Program’s values and goals, and also are
consistent with broader professional norms. (For example, a local agency may advertise
“a position with clinical experiences,” but upon further investigation, these “clinical
experiences” may not align with those the student receives in the program.) In this case,
the faculty would not approve this experience for students. However, in cases when
outside clinical experiences do align with our Program’s and broader professional norms
and values – e.g., those established by the APA – the faculty are happy to approve this
outside work. Examples of approved past work experiences include volunteer or paid
neuropsychological assessments, participation in a clinical research trial, and providing
psychotherapy (if the student is licensed as a, e.g., LCSW.)

Please note, approval of such work will be contingent on the student generally being on
track to complete the Program in the provided 6-year timeline (see Program Handbook
for more information and visual depiction of the Program timeline). Additionally, the
Clinical Program will only approve up to 40 hours per week of clinical experiences,
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inclusive of all practicum and outside experience activities (i.e., including all hours spent
with a client, in supervision, scoring, report and note writing, and training activities).

Please remember that more hours do not always equal more competitive when it comes to
internships applications (e.g., sometimes it is better to invest time in research
opportunities instead). If students have questions or concerns about the number of hours
and competitiveness for internship applications, they should consult with their clinical
advisor, the Practicum Coordinator, and/or the DCT.

Students who engage in this outside clinical work may do so simply for the experience,
for pay, or other reasons; however, if desired and if the student believes the work they are
currently completing in the field may qualify as a practicum, students may complete a
form to request approval of these “work hours” to be counted as a formal practicum
training experience. The name of this form is Request to Approve Work Hours and
Practicum Hours (see Appendix). General criteria for outside work experience qualifying
as a practicum include the student is providing therapy or assessment work consistent
with other formal practica; the student receives weekly supervision from a licensed
professional; the supervisor is willing to complete the student’s evaluation form at the
Mid-Year and End-of-Year times; and, the student receives didactic training at the site.

MOUs, Affiliation Agreements, and Related Forms

The Memorandum of Understanding (MOU) is a form that describes the specific
expectations of the Illinois Tech student on practicum, e.g., that the student will work no
more than 20 hours weekly; the student will receive weekly supervision; etc. The purpose
of the form is to ensure the student and site supervisor are entering the practicum training
year with the same, clear expectations. The form must be reviewed by the student and
their supervisor, then signed by the supervisor, and then returned to the Practicum
Coordinator at the start of each training year (See appendix).

More broadly, Illinois Tech has formal contracts with some training sites, which are
initiated at the request of the training site itself. These contracts are called Affiliation
Agreements, and they outline any specific conditions the site stipulates to have our
students train there. Most of these conditions do not affect students personally, and
instead are more institutional/administrative in nature. However, some Affiliation
Agreements include clauses that require the Program DCT to view, transmit, and/or keep
records related to students private health information (PHI).
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As one example, the Veteran’s Affairs (VA) facilities call this the Trainee Qualifications
and Credentials Verification Letter (TQCVL). The TQCVL is a letter that DCTs are
required to sign and submit to the VA on behalf of each trainee who will be working at
the VA. The letter contains personal and medical information (e.g., vaccination status) to
which the DCT is customarily not privy. In the appendix, please find (1) the program’s
policy and a set of guidelines for handling this VA requirement and (2) the form with
sensitive questions that you will be required to complete. If you do not wish to complete
the TQCVL, then you should not apply to work at a VA facility. A similar process may be
required for other sites outside of the VAs (e.g., Loyola University Medical Center,
University of Chicago Medicine, Northwestern Medicine). In these cases, a similar
procedure to the TQCVL applies; if these site-specific forms are available currently, they
are included in the appendix. Students are responsible for checking with sites when they
apply to determine if they have this type of onboarding process, because there have been
occasions when sites have added this to their criteria for a position.

Time2Track Instructions

There are a number of options for keeping track of and recording practicum hours.
However, currently, the standardized application for internships (i.e., the APPI) requires
uploading clinical hour summaries directly from Time2Track. There is no other way to
input hours into the APPI, including manually. While an annual subscription to
Time2Track is recommended by the Program to track hours consistently, this subscription
has an annual fee that students must pay. However, accessing the summary feature of
Time2Track for this purpose is currently free.

Below are simple instructions on how to signup for a Time2Track profile (subject to
change):

1. Go to https://time2track.com/
2. In the upper-right hand corner, click the link “sign up”
3. Enter your account information
4. On the bottom of the sign-up page, click the link that says “I do not have an
authorization key.”
5. Type “Illinois Institute of Technology PhD Program” into the program search
box and select it from the dropdown. Click “Continue”
6. You should now have a Time2track profile set up. For instructions on how to
begin logging hours, see the videos below.

https://time2track.com/
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Link to a Quick Start Guide for Entering your APPI Psychology Training Experiences:
https://help.liaisonedu.com/Time2Track_Help_Center/Trainees/Trainees_with_Group_Ac
counts/AAPI_Psychology_Training_Experiences/01_Quick_Start_Guide

Link to Time2track training video covering many features:
https://www.youtube.com/watch?Getting Started with Time2Trackv=lIidNN9mZ2o

Time2track official support webpage: http://support.time2track.com/

Practicum Application Procedures

On an annual basis, Directors of Clinical Training in the Chicagoland area provide
guidelines to structure the process of matching students and sites for practicum in the
region. These include dates regarding when applications, offers, and acceptances are
made. Below are general guidelines regarding the practicum application and interview
process.

Types of Sites

There are three broad sets of sites you can apply to:

❖ Chicagoland Coordinated Deadline sites;
❖ Association of Chicagoland Externship and Practicum Training (ACEPT)

sites;
❖ and Sites that "do their own thing”

Each set of sites is below, with general dates for participation in their application cycle.
These dates are subject to change and will be confirmed by the Practicum Coordinator
each year:

1. Sites that follow the Chicagoland Coordinated Deadline:

a. Most of our students train at these sites, for reasons such as students
generally like the experiences and training at these sites, and these sites

https://help.liaisonedu.com/Time2Track_Help_Center/Trainees/Trainees_with_Group_Accounts/AAPI_Psychology_Training_Experiences/01_Quick_Start_Guide
https://help.liaisonedu.com/Time2Track_Help_Center/Trainees/Trainees_with_Group_Accounts/AAPI_Psychology_Training_Experiences/01_Quick_Start_Guide
https://www.youtube.com/watch?v=lIidNN9mZ2o
http://support.time2track.com/
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have an earlier application process – so you know if you matched to one of
these sites earlier than if you apply to ACEPT sites.

b. Applications are typically accepted during a 4-day window in mid-January.
It is encouraged to submit your applications as early as possible during
this window.

c. Interviews typically occur mid-February.

d. Students must respond to an interview offer within 24-hours, or the offer
may be rescinded.

e. Offers for externship can be made at any time during this process, even at
the time of the interview. All offers are typically made by March 1st.

2. Sites that follow the ACEPT deadline:

a. Some students train at ACEPT sites for a variety of reasons, e.g., specific
training desires/needs or location.

b. However, it’s challenging to apply to both the above sites and ACEPT sites,
because the application dates do not align (this lamentable and something,
unfortunately, out of our control).

c. Applications are typically accepted mid-January through early-February. It
is encouraged to submit your applications as early as possible during
this window.

d. Interviews typically occur at the beginning of March and students are
notified of acceptance mid-March.

3. Sites that “do their own thing”:

a. Some sites do not participate in the Chicagoland or ACEPT systems. This
adds a layer of fun to practicum apps!🙂

b. In reality, applying to these can be stressful, because you may have to
weigh options from the other sites that have more-specific deadlines they
follow.

c. But, if you are interested in one of these sites, then we totally encourage
you to consider applying to it.

https://aceptchicago.org/
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d. If these sites have rolling admissions, aim to submit your application as
early as possible, i.e., as close to when the application window opens as
possible.

Sites can offer training in providing therapy services, training in administering
psychological assessments, or both. Please note, per earlier in this handbook:

*First year students are expected to apply to practicum sites that focus on therapy.

*Second year students are expected to apply to practicum sites that focus on
assessment.

*Third year and beyond students are expected to apply to practicum sites that fill a
developmental training need, and/or that help the student specialize.

This multi-year training plan is intended to round out your training and ensure you are a
competitive applicant for Internship sites. For example, regarding assessment training,
the APPI will ask students to enter the total number of “Integrated Assessment Reports”
they’ve completed in their training. Internship sites may require or prefer applicants to
have completed a minimum number of integrated assessment reports, with this number
often varying as a function of how much integrated assessment report writing will occur
during that Internship. Assessment practica usually provide opportunities for writing such
reports, which is why it’s very important to get Assessment training experience – even if
Assessment isn’t your desired career path.

Additional information for first year students applying to practicum:

● First year sites are not always consistent year-to-year in offering interviews and
positions. Consider applying to 5+ sites.

● Trilogy and FCC/Trinity Services almost always accept Illinois Tech students.
Consider adding one or both of these sites to your list.

● If you have non-CPS clinical/human services experience (e.g., psych-related
master’s degree or related work experience), consult with the Practicum
Coordinator before applying to “master’s degree” sites on the first year list or any
sites on the advanced list.

Month-by-Month Guidelines

Month Tasks
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August ● Second year students and beyond should have begun practicum at
this time

● Begin thinking about training goals for next year

September ● Begin thinking about training sites for next year, using last year’s
Program Site List and practicum training sites’ Program
Brochures (see “Useful Shared Files” below).

October ● Practicum Coordinator will meet with 1st year students to discuss
practicum process

● Start compiling a list of potential sites to apply to, using last
year’s Program Site List and practicum training sites’ Program
Brochures (see “Useful Shared Files” below).

○ Students typically apply to ~5 sites each year
● If you are applying in 5th year or later, email Practicum

Coordinator for approval
● Watch the “podcast” created for students, re: CV prep and Cover

Letter writing (see “Useful Shared Files” below).

November ● Finalize your site list, to the extent possible. (Sites may release
information on their site during November, and the Practicum
Coordinator TA will update the Site Lists and Program Brochures
as this happens (see “Useful Shared Files” below).

● Start preparing your materials (CV and Cover Letter)
○ Aim to make the Cover Letter 1 page maximum (see

“Useful Shared Files for more info)
○ Materials should first be completed by you
○ Then, sent to your research advisor for a brief review
○ Integrate feedback from your research advisor
○ Then, send these updated materials to the Practicum

Coordinator for review and approval
■ Practicum Coordinator will provide deadlines for

sending materials to them, each application year
○ Guidelines related to material prep can be found in

appendix
● Start asking for letters of recommendation (at least one month

before applications are due)
● Students on Practicum should complete their Mid-Year

Evaluation form with practicum site supervisors, and then send
the completed form to Practicum Coordinator. (Instructions for
this are sent out by the Practicum Coordinator each year; see
Appendix for Evaluation form.)
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December ● Continue asking for letters of recommendation (at least one
month before applications are due)

● Continue to refine materials, with assistance of Practicum
Coordinator

January ● Applications are usually submitted at this time
● May begin receiving interview offers
● Watch the “podcast” created for students, re: Interviewing for

Practicum positions (see “Useful Shared Files” below).

February ● Many interviews are conducted in February
● Keep your research advisor informed of interviews, offers

received
● CC the Practicum Coordinator on all emails with sites during

this time (e.g., related to interviews, offers, acceptances,
declines, etc.)

● Offers may start to be made by sites, and accepted by students –
congratulations!

March ● Offers will continue to be made by sites, and accepted by students
– congratulations!

● Continue to CC the Practicum Coordinator on all emails with
sites during this time (e.g., related to interviews, offers,
acceptances, declines, etc.)

April ● End of year practicum evaluations will be sent out for
completion, including instructions for completion.

May ● End of year practicum evaluations due
● Some practicum sites may end their training year at this time

June ● Some practicum sites may end their training year at this time

July ● Most practicum sites begin July 1st!
● Complete the Memorandum of Understanding (MOU) Form

NOTE: The timing of applications may require you to work on, and your advisor to
review, your materials over the winter break. The Practicum Coordinator has tried to
create a schedule to avoid this – namely by requiring that you send your completed
materials (i.e., reviewed by your research advisor and with feedback incorporated) in
November. However, sometimes edits will inevitably continue into the winter break. If
this occurs, proactively discuss with your advisor and the Practicum Coordinator your
plan to complete your materials effectively and efficiently. Overall, please don't make
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assumptions about advisor or Practicum Coordinator availability over break, and
communicate early with your advisor and the Practicum Coordinator if you believe your
materials will not be completed by the time winter break begins.

Letters of Recommendation

Per the Month-by-Month Guidelines Table above, start asking for letters of
recommendation for the upcoming cycle around November or December, aiming to
give your letter writers at least a month to write the letter. Letters for practicum
applications are best from people who have knowledge of clinical skills (e.g.,
prior/current clinical supervisors), are good from your primary research advisor, and also
are possible from other faculty who have had you in classes, particularly
psychopathology, assessment, or therapy courses most relevant to your clinical training.

Confirm that letter writers are willing and able to provide "a strong" letter of
recommendation by the required application dates. Ask your letter writers what they need
from you regarding the letter, but also offer them information at the onset. This includes,
but is not limited to:

● Updated CV
● Draft of Cover Letter
● Bullet points about how long you have known them and in what capacity
● Strengths
● Clinical Goals
● Info regarding where you will be applying and how to send the letter

Clearly state the date by when you need the letter sent. Assume that they will send the
letters on your behalf and you will not see the letters. If the site(s) you are applying to
requires you to submit the letter of recommendation and therefore might see the
content, inform your letter writer of this.

NOTE: If sites you apply to ask for a "letter of readiness," the Practicum Coordinator
provides these. Therefore, please direct such requests to them. Similarly, if your site
requires proof of malpractice insurance, email the Practicum Coordinator with this
request, and they will facilitate obtaining this through the Psychology Department
Coordinator.

Interview & Offer Procedures
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Interviews may occur anytime between January and March. Below are guidelines set in
place by the Chicagoland Coordinated Sites, however you can use these tips regardless
of the site you are applying to.

● Interviews will frequently occur sometime in February. Externship sites may
offer as many interview slots as possible, given the short time frame and that
multiple sites may conduct interviews at the same time.

● All interview invitations should be copied to the Practicum Coordinator. Students
need to respond to the interview invitation within 24 hours or the invitation can be
rescinded by the externship site. Students should CC the Practicum Coordinator on
their response to interview offers, and on all emails during the
interview/offer/acceptance process.

● Offers to students for externship placement can be made at any time during this
process, even at the time of the interview. All offers usually need to be made by
the final date ofMarch 1st.

● Students will only hold one (1) offer at a time. Students must immediately – within
one hour of learning of the second offer, or within some other reasonable amount
of time, e.g., one day to obtain additional information from one of the sites –
inform an externship site that they are declining an offer or canceling interviews
after accepting an offer. Programs will urge students to frequently check their
emails or phones during business hours. If an externship site is concerned that a
student is holding more than one offer, they should contact the student’s Practicum
Coordinator immediately.

● If a student receives an offer from a less preferred externship site, they are
encouraged to reach out to their more preferred site(s) to inquire about their
standing, to request an earlier interview (if needed), or to request a placement
offer. If the student requests an offer by a more preferred site, and that site
provides an offer, the student is bound to accept that more preferred offer
immediately. In this circumstance, the student would immediately inform the less
preferred externship site(s) – or any other site for which they interviewed, applied,
or received an offer – that they have accepted another offer.

● Externship sites may set time limits on student decisions. Time limits must be
reasonable (i.e., at least one week) and sites must consider a student’s interview
schedule when determining a decision deadline, if possible and appropriate.
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Externship sites must communicate any and all timeline restrictions on offers to
the student at the interview or when an offer is made. Please keep in mind that if a
student requests to be considered for an offer by a more preferred site, as noted
above, sites may need to adjust their decision timeline for offers that have
previously been made to other students.

● When providing an offer to a student, externship sites will also copy or otherwise
inform the Practicum Coordinator from the student’s academic program about the
offer and clearly communicate the timeframe for a response. The applicant must
acknowledge (to the externship site) receipt of any offer immediately (within four
hours of receiving the offer), unless the offer is provided to the student in person.

● When sites have filled their externship slots, they should notify all the applicants
that there are no remaining positions at that site.

● Upon completion of the process, site supervisors are encouraged to confirm the
position in writing and to copy the student’s academic Practicum Coordinator.

NOTE: When you're offered an interview for a practicum position, you cannot miss class
for an interview. You are encouraged to coordinate with your current practicum site to
request time off for an interview, if needed.

Email Templates To Use During the Interview Process
● The ACEPT program has provided very useful information to all practicum

applicants – even those not applying to ACEPT sites!

● This information includes email templates for students to use during the interview
process. The templates can be found here, and also are included in the Appendix.

● Review and use these templates when sending your emails, adapting them for your
specific circumstances.

● When you are unsure of how to structure an email, or which content to include,
email the Practicum Coordinator for consultation/review of the email, before
sending the email. Otherwise, per above, the Practicum Coordinator should be
CC-ed on all emails during the interview/offer/acceptance portion of the
application process.

Useful Shared Files

https://aceptchicago.org/practicum-guidelines/
https://aceptchicago.org/wp-content/uploads/2023/10/Student-to-Site-Email-Templates-2024.pdf
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The clinical program maintains site lists and training program brochures for the
practicum sites above in the following spreadsheet: "Illinois Tech Practicum Site Index."
This file is a great place to start searching for, and to get basic information on sites, e.g.,
whether they’re assessment or therapy, the training site’s website, etc.

This spreadsheet includes two tabs: one for Beginner Sites - which should be used by
first year students, unless otherwise discussed with the Practicum Coordinator; and one
for Advanced Sites - which should be used by second year students and beyond.

Each of the spreadsheets in this larger file has a link at the top which leads to the “Illinois
Tech Chicagoland Practica Brochures” – a drive where we store current and past
training program brochures, as well as information regarding interview and cover
letter & CV preparation. These preparation materials include two “podcast” like
recordings which discuss preparing these materials and for interviews in detail.

If you cannot access any of the above files, email the Practicum Coordinator to request
access.

NOTE: Brochure and site material will be updated each cycle by the Practicum
Coordinator and their TA. However, we cannot guarantee that sites won’t add new
information pre-deadline. Therefore, we recommend that you use our Program Site
List and provided brochures as a starting point, and that you also directly check
training site websites (as available) before applying to a site.

https://docs.google.com/spreadsheets/d/1IoAOyYcm-cMw1f1hKa2TBhAypTqMOlqr/edit#gid=449962127
https://drive.google.com/drive/folders/1M8Xb2q9jPVGyectoxbp-ifzqHHy-UGyB?usp=drive_link
https://drive.google.com/drive/folders/1M8Xb2q9jPVGyectoxbp-ifzqHHy-UGyB?usp=drive_link
https://docs.google.com/document/d/1_aTBpQlRG9uAGJH0EQknof1pTIp-9afA/edit?rtpof=true
https://docs.google.com/document/d/1cdlPWWYZt1xL1wzfmMwKbb25mAGzIaOgDXqQwIow-WA/edit
https://docs.google.com/document/d/1cdlPWWYZt1xL1wzfmMwKbb25mAGzIaOgDXqQwIow-WA/edit
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