
Saddleback College                      
Human Services Externship 

Program 
Fall 2024 

Important Dates: 
Requirement Due Date- Thursday, July 11th!  

If not ALL requirements are turned in by the 11th, you MUST attend the Clinical 
Compliance Day - Thursday, August 8th 

Continue to check the website for updated dates. 

Student Externship Requirements: 
 

□ Obtain a Program Verification Clearance Letter (provided once all 
health requirements have been submitted and cleared through the Student 
Health Center- Not the HS department.) 
 

• Schedule an appointment with the Student Health Center to 
determine specific enrollment requirements. 

• Continue with the Student Health Center for all necessary health 
requirements or schedule with your personal physician if 
desired. 

• Set up Student Health Care appointment to submit all required 
paperwork and receive program clearance. 
 

□ Create a Castlebranch Account:  
 

• Visit Castlebranch website. 
• Use package code “DN77im” to place an order.  
• Verify payment of $38.00 and a $1.88 service fee. Make sure to enter correct 

program code. 

https://www.saddleback.edu/student-support/student-health-wellness-center
https://discover.castlebranch.com/


• Complete your personal information and create a password. 
• Confirm your name and review your order. 
• Log into MyCB. 
• Upload and complete 5 requirements: 

- Tuberculosis Test 
- COVID Vaccination Documentation or declination. 
- Program Clearance (Received from Student Health Center) 
- Professional Liability Insurance (HPSO, $28) - Get a quote, select 

“student,” fill out your name and email, receive a quote via email, and 
proceed to checkout. 

- FERPA release form (required form available from Program Specialist, 
Sarah Stevenson, HS 235 and attached to this email). 
 

□ Malpractice Insurance (HPSO) - Policy amount must be $1-$5 Million.  
 

□ Saddleback College Student ID card - A name badge (student ID) is required to 
be worn each day of your externship. This must be from Saddleback 
College (not IVC). Contact scadmissions@saddleback.edu or call (949)-582-
4555 
 

□ Saddleback.edu email address (change school of record if originally enrolled 
at IVC; Only use Saddleback College email address). 
 

□ FERPA Release Form 
- Attached to this email. Sign and upload to your Castlebranch account 
 

 
If any of the items above are incomplete, students will NOT be permitted to 

enroll in HS110 and externship will be delayed until next year. 

***MAKE COPIES OF ALL DOCUMENTS*** 
 
 

https://learn.hpso.com/nav-tool-2?utm_source=google&utm_medium=cpc&utm_campaign=HC-HPSO-PPC-Brand&utm_term=hpso%20liability%20insurance&mkwid=srg4BFVQE-dc_pcrid_633968064896_pkw_hpso%20liability%20insurance_pmt_e_slid__&pgrid=146164353271&ptaid=aud-419243991296:kwd-1768515782&gclid=Cj0KCQjwsp6pBhCfARIsAD3GZubrnRT2Y5ll2NulhPchsalLHtFCteXBwMtUgqnzPxrIDLgreTDmyzsaAvOREALw_wcB&gclsrc=aw.ds#Solution-finder/?refID=WW2GWi
https://learn.hpso.com/nav-tool-2?utm_source=google&utm_medium=cpc&utm_campaign=us_aon_hpso_search_ggl_br_conv__&utm_term=hpso&mkwid=s-dc_pcrid_317851810536_pkw_hpso_pmt_e_slid__&pgrid=61307120343&ptaid=kwd-297473318058&gad_source=1&gclid=EAIaIQobChMIqZinovnHhgMVaymtBh0hEzKjEAAYASAAEgLp-_D_BwE&gclsrc=aw.ds#Solution-finder/?refID=WW2GWi
mailto:scadmissions@saddleback.edu


Castlebranch Account 
 
1. CastleBranch.com 
2. Click "Place Order" 
3. Enter package code "DN77im” 
4. Agree to Terms and Conditions 
5. Enter Personal Information and click "next" 
6. Create Username and Password and click "create account" 
7. From here, you will follow prompts for steps 3 through 8 

 

 
 

 
 
 
 



 
 
 



Malpractice Insurance 
 

HPSO 
 
 

 
 

 
 
 

 

https://learn.hpso.com/nav-tool-2?utm_source=google&utm_medium=cpc&utm_campaign=us_aon_hpso_search_ggl_br_conv__&utm_term=hpso&mkwid=s-dc_pcrid_317851810536_pkw_hpso_pmt_e_slid__&pgrid=61307120343&ptaid=kwd-297473318058&gad_source=1&gclid=EAIaIQobChMIqZinovnHhgMVaymtBh0hEzKjEAAYASAAEgLp-_D_BwE&gclsrc=aw.ds#Solution-finder/?refID=WW2GWi


 
 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Clinical Compliance Day 
If not ALL requirements are turned in by the 11th, you MUST attend the 

Clinical Compliance Day - Thursday, August 8th 
 

Room HS 105  
Bring all your paperwork!!! 

 
If you plan on attending Compliance Day, please closely review this 
information: 
  
We expect Compliance Day to be from 8:30am to 12:00pm. We ask that you 
come to the Health Sciences building, room 105 at 8:30 am. Attached to this 
email is a map of campus. You can park in student parking (lots 5, 5A, 9, and 10 
are closest to the health sciences building). If you do not have a parking pass, 
you can purchase a day pass at the kiosk in lots 5A, 9, and 10. 
 
  
For your online forms, please bring: 
�   Your Saddleback or IVC login 
�   Your CastleBranch login 
�   A credit or debit card to purchase your professional liability insurance (if 

not already purchased) 
  

 
 
 

On Thursday, the schedule for the day is as follows: 
8:30am to 9:00am- check in at room HS 105 

9:00am to 12:00pm- CastleBranch documents upload  
9:00am to 12:00pm- Health Center appointments as needed 

**This schedule is subject to change. ** 

 
 



 

FERPA Release Form 
 

 
 

I,  , consent   do not consent   to the 
release of my education records to Saddleback affiliates for the purpose of keeping them 
informed about my educational placement at the facility. I understand that education records 
include, but are not limited to, information about my academic standing, healthcare records, 
criminal background results, medical and professional insurance, directory information, and so on. 
I understand that any disclosures will be within the Family Education Rights and Privacy Act 
(FERPA) statues and District policies. I acknowledge that I may submit a subsequent notification in 
writing directing the College to no longer release information to any healthcare or educational 
affiliate, but in doing so, may impede my ability to complete the course or program. 

 
 

 
 

Program 
 
 

 
 

Name: Print Full Legal Name 
 
 

 
 

Signature Date 
 

 
Deadlines: 
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