[image: https://staticapp.icpsc.com/icp/loadimage.php/mogile/616875/2bab171930cc23c074b4d3e9d96c6f2c/image/jpeg]

MAURICE A. DEANE SCHOOL OF LAW AT HOFSTRA UNIVERSITY
EXTERNSHIP PROGRAM

FIELD PLACEMENT SUPERVISOR’S CONFIRMATION LETTER


(PLEASE REPRINT THIS LETTER ON YOUR ORGANIZATION’S LETTERHEAD AND RETURN TO FRANCA SACHS AT FRANCA.SACHS@HOFSTRA.EDU)


Franca Sachs
Director of Pro Bono, Externship and Fellowship Programs
Maurice A. Deane School of Law at Hofstra University
121 Hofstra University
Hempstead, NY 11549

Dear Ms. Sachs:

Our office has taken on [name of student] as an extern (the “Extern”) for the [semester/year]. This letter will confirm that we have reviewed Hofstra Law’s Introduction to the Externship Program for Field Placement Supervisors and understand and accept the following minimum requirements for the externship placement:  

1. [If working during the fall or spring semesters] The Extern will spend a minimum of 12 hours per week and a maximum of 20 hours per week in our office. The Extern’s field placement in our office will be for a period of 14 weeks, beginning on [date] and ending on [date].

[If working during the summer] The Extern will spend at least 200 hours over a period of 8 weeks in our office commencing [date]. The Extern’s field placement will end on [date].

2. The Extern will participate in the legal work of our office, located at [address].

3. All of the Extern’s work will be directly supervised and critiqued by an attorney. 

4. [For judicial externships during the fall or spring semesters] The Extern will be given sufficient assignments to produce a minimum of 25 pages of written work based on legal research during the course of the semester.

[For non-judicial externships during the fall or spring semesters] The Extern will be given sufficient assignments to produce a minimum of 15 pages of written work based on legal research during the course of the semester.

[For all summer externships] The Extern will be given sufficient assignments to produce a minimum of 20 pages of written work based on legal research during the course of the semester.

5. The supervising attorney will critique and provide to the Extern feedback on each written assignment performed by the Extern. 

6. At the conclusion of the semester, I will provide you with a letter analyzing the Extern’s performance and development during the course of the externship.

7. I agree to make myself available to discuss with you the Extern’s activities, as appropriate, during the course of the placement.

8. The Extern shall not be paid for his/her work, except for reimbursement of nominal business-related expenses.

9. [For externship placements in law firms] We agree that we will not bill nor collect any fee for any of the work performed by the Extern.


Yours truly,


[Name]
[Title]
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