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Preface

Welcome to the University of Baltimore School of Law Externship Program. Thank you for your 
generosity in agreeing to supervise a law student for their academic externship. Working with 
experienced lawyers and judges engaged in legal practice provides UB Law students unique 
opportunities to learn practical skills that cannot be replicated in a class room. Thank you for 
partnering with UB Law to provide our students with valuable experiential learning opportunities.

I recognize that it's not easy taking on a student, especially given the professional shifts caused 
by the COVID-19 pandemic. Lawyers and judges have stepped up to provide students with  
both remote and in-person opportunities. I appreciate your flexibility and creativity in ensuring 
that students have valuable experiences despite these challenges.

This Manual includes UB Law's Externship Program policies, which are crafted in accordance 
with the ABA Standards Rules of Procedure for Approval of Law Schools, Chapter 3, Standard 
304, which governs field placement courses. I have included checklists and feedback rubrics to 
make this Manual as helpful as possible. In light of the changes created by COVID-19, I have 
updated this resource to provide specific ideas and tools to strengthen communication and 
supervision in a remote context. 

The success of the UB Law Externship Program is a direct result of the dedication, service and  
mentorship of supervising attorneys, judges and law clerks. Thank you for giving of your time 
and experience. I look forward to working with you and hope to meet you individually. I am  
available to answer any questions, navigate any concerns, and assist you in any way that I can.

With Gratitude,

Neha Lall
Professor of the Practice
Director of Externships
University of Baltimore School of Law
1420 N. Charles Street 
Baltimore, MD 21201
Tel. 410.837.5823
nlall@ubalt.edu
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OVERVIEW & EDUCATIONAL GOALS

Learning practice-ready professional skills, building a professional network, finding a mentor, 
exploring career options and clarifying personal goals are just some of the benefits gained 
from legal externships. The primary objectives of the externship experience are:

• Legal Analysis & Expression—students should expand their critical thinking, problem
solving, legal analysis, and oral communication skills.

• Research Skills—in addition to honing their legal research skills, students should
engage in fact finding through interviews, document review, and information
organization.

• Substantive Law—students should increase their knowledge of a substantive area of
law, civil or criminal procedure, etc.

• Professional Development—students will develop essential professional competencies
such as time management and communication. Students will further develop their
professional identity, examine ethics in a practical setting, increase their self-awareness
as it relates to integrity, civility, bias, etc.

• Practical Skills—students should engage in practice specific tasks such as drafting,
counseling, investigating, trial preparation, client interaction, negotiation, etc.

• Business Development—students should develop strategic relationships, have
opportunities for networking, gain an understanding of the operational management side
of a law practice, non-profit or government agency.

• Other Professional Skills—may include skills such as interviewing, counseling,
negotiation, fact development and analysis, trial practice, document drafting, conflict
resolution, organization and management of legal work, collaboration, cultural
competency and self-evaluation.

2 Updated 07/13/2020





SUPERVISOR AGREEMENT

Orientation: Extern will receive an orientation  that  advises  them  on  office  procedures 
and confidentiality. Extern will also be given an overview of their work and expectations.

Supervision: Extern will be assigned to a supervising attorney who will direct, monitor and 
mentor the student throughout their time at the placement providing multiple opportunities 
for performance review. Supervisors are expected to meet weekly with the Extern.

Assignments: Externs will be advised on how work is assigned, be given deadlines, and 
receive guidance throughout the completion of the assignment.

Feedback: Externs will be provided with individual, detailed and timely feedback on the 
work they have completed. Supervisors will also review the Extern's Learning Agreement, 
mid-semester self-assessment, and complete a final evaluation.

Diversity of Tasks: Extern will be given work similar to that of an entry-level attorney or a 
paid law clerk. This work will expose the student to a broad range of lawyering skills and 
administrative work will be kept to a minimum. Extern should produce at least 10 
cumulative pages of original work product during the semester.

Observation: Extern will have opportunities to observe court proceedings, meetings, and 
other professional activities.

Opportunities for Reflection: Extern will meet with their supervising attorney, judge, or 
clerk to discuss their experiences in the placement and other relevant issues.

Logistics: Extern will have a designated workspace/computer to complete their work or be 
provided with necessary authorization to work remotely from their personal computer.

Bar Admission/Status: Supervising attorney or judge must be a member of a state bar, 
and have been a barred attorney for at least three years.

Billing: Extern’s time cannot be billed to clients.

Remote Work: In light of the COVID-19 pandemic, Extern will be able to work remotely if 
appropriate under public health guidelines and considering the student's personal 
circumstances. Given the uncertainty of the moment, all field placements should have 
systems in place to ensure that students can work remotely should the necessity arise. If 
in person work is legally permissible during externship, the student may opt to work in 
person, subject to University approval. It is essential that field placement supervisors and 
students have conversations about remote work policies prior to commencement of the 
placement.

Policy on Discrimination and Sexual Harassment: UB Law requires that employers who 
wish to participate in the Externship Program not discriminate on the basis of race, color, 
national origin, religion, age, sex, marital status, sexual orientation, gender identity or 
disability and that they maintain a policy against sexual harassment. By participating in the 
Externship Program, employers are deemed to agree with this policy.
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Assignment Spreadsheet Model
You can download a version from here: tinyurl.com/ExternTracker 
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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.

• Setting deadlines (even soft/flexible ones) will keep your student 
motivated and focused (especially if they are working remotely).

• Setting internal deadlines will also help you build in time to provide 
feedback and allow for revisions.

• Without deadlines, everyone struggles holding themselves 
accountable, especially in an independent work environment.

 Context for the assignment
• How does this piece fit into the larger case/picture? Student 

engagement increases when they know why the work matters.
• This helps the student understand who the audience is for the project 

(just you? client?).

 Tell the student where they should start with research
• Identify any resources, websites, treatises, statutes, or regulations.
• Provide samples whenever you can.

 Specify what jurisdiction/s matter in research assignments

 Specify when and how you want the student to check-in with you (e.g.“if 
you have questions email me tomorrow.")

 Format of what you expect and anticipated length.
• Do you want copies of authority?
• Specify how you want the assignment submitted (email?) or saved

(shared cloud space?).
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SAMPLE WEEKLY UPDATE EMAIL: 
Dear Sam Supervisor, 

Here’s my schedule next week: 
Mon: 12:15-5pm 
Tues: Annapolis with Joe for XXX trainings 
Thurs: 9am-5pm 

My to-do list: 

Task Deadline
Affirmative Action for XXX (building off of 
XXX work) 6/10

Follow up with XX re:
• Motion for XXX in XXX 6/10

Follow up with XX re:
• [intake] next steps 6/7

Title IX XXX Fact Sheet End of Semester
Public XXX of XXX memo 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 on Monday to discuss my research strategies thus 
far? 

Sincerely, 

Justin Extern 

The Weekly Email Update
Students should send a weekly (perhaps end-of-the-week) email 
updating supervisors on exactly where they are in their work. This takes 
the responsibility of follow up off of your shoulders, and encourages 
student accountability and communication.  
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Feedback Outline Worksheet 

1. Write out two key points that you want to address.

a. 

b. 

2. Write out two positive observations.

a. 

b. 

3. Transition to constructive feedback.

4. Two areas for improvement/development.

a. 

b. 

5. Agreed upon action steps and notes.
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TASK Is 
Developing 

Skill 

Has 
Developed 

Skill 

Has 
Advanced 

Skills 

COMMENTS 

PROFESSIONALISM 

 Asked clarifying
questions

 Managed time
effectively

 Met deadline

LEGAL ANALYSIS 

 Legal issues and
rules defined clearly

 Proper/effective
application of facts
to legal framework

 Conclusion clearly
stated

QUALITY OF WRITING 

 Well-organized
paragraphs

 Logical structure

 Little need to re-
read to understand

 Clear and concise

EXECUTION 
 Properly formatted

product

 Free from spelling
and grammatical
errors

RESEARCH AND CITATIONS 

 Proper scope of
research

 Citations used where
necessary

 Citations properly
formatted

MET GOALS OF 
ASSIGNMENT 

• Answered the
relevant questions

• Analyzed the
appropriate facts
and legal issues

Feedback Rubric For Written Work
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 Generate Self-Evaluation and Focused Feedback with Students
Ask students to offer questions about their written product in Word comments to elicit specific 
feedback. This can ensure that you are aware of where they are having questions and forces 
them to engage in critical thinking as they are writing.

See an example below:
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Ideas for Remote Work and Non-Case Related Activities

COVID-19 has slowed down many legal practices. If you are 
having trouble finding appropriate work for your student,consider 
some of the following strategies:

1. Invite students to observe your team meetings, client interviews, negotiations with
opposing counsel, hearings, strategy sessions, case reviews, etc. Even if there is not
much for a student to do in these contexts, students often learn the most by observing
legal practitioners.

2. Assign students long-term tasks that have been on the back burner.

3. Ask students to update manuals, charts, bench books, fact sheets, etc.

4. Turn a shorter assignment into a longer memorandum or writing sample that can be
written and researched from home.

5. Assign students research and writing for matters that you anticipate will likely come
up in the next several months.

6. Ask students to read articles you have been meaning to get to and write a summary.

7. Take advantage of a student's tech skills to update your website, social media, or
create other media tools.

8. Have students write summaries or briefs of new or salient cases for you to use as
a reference.

9. Have students create and give a presentation to staff or community partners.
Students can present on an assignment they have enjoyed or been inspired by, or
provide a substantive training/legal update.

10. Find opportunities for students to participate in communication and correspondence
with clients, community partners, opposing counsel, etc.

11. Ask students to read background materials and attend CLEs. Give students access
to training materials and webinars.

12. Involve students in prep and moot sessions for court or virtual hearings.

13. Help students connect virtually with others in your field through virtual networking
and community events.

14. Arrange informational interviews between students and colleagues to discuss the
student's career path.
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Building Community 
With Externs 

8 Fun Ideas for Remote Team Building: 

1. Have a Parade of Pets (or kids!)
2. Games on Jack Box
3. Trivia on House Party
4. Board games on BlueJeans
5. Remote talent show, TikTok-style
6. Cook the same recipe together over Zoom
7. Do a Bob Ross tutorial from YouTube over Zoom
8. Have a 10-minute dance party over Zoom
9. Watch a legal movie together with Netflix Party

Creating a sense of community can be hard with a remote office 
environment. These are some ways to build connections with students.
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Additional Resources
Remote Work (general) 

Barbara Z. Larson, Susan R. Vroman, Erin E. Makarius, A Guide to Managing your (Newly) 
Remote Workers, Harvard Business Review, March 16, 2020, available here.

Cameron Albert-Deitch, Working Remotely for the First Time? These Seasoned Experts Have 
Advice for You to Follow, Inc., available here. 

Tsedal Neeley, 15 Questions about Remote Work, Answered, Harvard Business Review, 
March 16, 2020, available here. 

Michael Bernick, Remote Work and Best Practices: The Coronavirus Workplace Series, 
Forbes, March 16, 2020 available here (offering advice on ensuring compliance with 
employment and disability law in a remote work environment). 

Remote Work (law specific) 

Nicole Black, 7 Types of Tech Tools to Help Lawyers Set up Virtual Offices, ABA Journal, 
March 19, 2020, available here. 

Lauren Krasnow, What Lessons Can Lawyers Learn from Week One of Working from Home, 
Law.com, March 21, 2020, available here. 

Christopher Walker, Legal Internships in the Administrative State During the Summer of 2020, 
Yale Journal on Regulation, April 2, 2020, available here.  

Probono.net, Remote Legal Support Guide: A Best Practices Manual for Nonprofit and Pro 
Bono Innovation, available here. 

Incoming Student Population 

Courtney G. Lee, Changing Gears to Meet the “New Normal” in Legal Education, 53 Duq. L. 
Rev. 39 (2015) (overviewing the background, credentials, and impact of federal education 
policies on incoming students). 

Feedback 

Rebecca Aced-Molina, The Pitfalls of Praise, Stanford Social Innovation Review (Jun. 9, 
2017), available here. 

Justin Bariso, It Took Sheryl Sandberg Exactly 2 Sentences to Give the Best Career Advice 
You'll Hear Today, Inc (Oct. 31, 2016), available here.  

Sheila Heen and Douglas Stone, Find the Coaching in Criticism, Harvard Business Review 
(Jan.-Feb. 2014). 
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Field Placement Pedagogy 

Leah Wortham, Alexander Scherr, Nancy Maurer, and Susan L. Brooks, Learning From 
Practice: A Text for Experiential Legal Education, Third Edition, West Academic Publishing 
(1998). 

Deborah Maranville, Lisa Tadtke Bliss, Carolyn Wilkes Kaas, and Antoinette Sedillo López, 
Building on Best Practices: Transforming Legal Education in a Changing World, LexisNexis 
(2015) 

COVID-19 Specific Resources 

Harvard Business Review: Daily Alert and Management Tip of the Day, for coverage of the 
Coronavirus as it relates to work management, available here. 

Management Information Exchange, for various resources regarding working from home, 
direct legal services, policy analyses, and more, available here.  

National Disaster Legal Aid Advocacy Center, for information on national efforts & resources, 
trackers, and pro bono opportunities, available here.  

Section of Civil Rights and Social Justice, American Bar Association webinar series 
highlighting critical legal issues, available here.  
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