Saddleback College

Human Services Externship
Program

Fall 2024
COLLEGE

Important Dates:

Requirement Due Date- Thursday, July 11!
Ifnot 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:

O 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.

* Setup Student Health Care appointment to submit all required
paperwork and receive program clearance.

O Create a Castlebranch Account:

e 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
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Ordering your own background check?

Please enter the organization's package code.

Package Code:

School Administrators and Employers, log in to your Administrator Portal to view and manage your students and applicants and their
orders.

I you do not know the package code, please contact Customer Service at (888) 723-4263 or customerservice@castlebranch.com
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CastleBranch STUDENT SUPPORT FAQ

WE'RE HERE FOR YOU!

We know your schedule is packed and your time is valuable,
50 we offer several ways for you to get in touch with us.

FAQ VIDEOS/PDFs

Owr video FAQ library covers a range of topics designed

to pinpoint students' most frequently asked guestions.
F Each video is a 30-second snippet, quickly giving you the

information you need. The most frequently watched videos
sort to the top of the list, making them easy to find.

Mot a fam of videos? Instead you can read our FAQSs
in & written format.

SUBMIT SUPPORT INQUIRY

ou can log into your myCB account fo submit an inguiry. Log
into your myCB account and select "Need Help™ in the upper
right corner, then choose "Submit Support Inguiry™ from the
drop-down menw. Cur student help desk will reply within two
days, including on Sundays. (Yes, we'ra here on Sundayz, fool)

@

EMAIL LIVE CHAT
Emasil our student help desk at From 8 a.m. to 3:45 p.m_ ET,
Ehldentsmmesﬁcalsﬂehmmh:mm. Monday through Friday, our
We'll respond within two business student help desk exparts are
days. including Sundays. available through live online chat.
CALLBACK

When you reach our student help phone line, you have the oplion to leave your
phone number, entering it into 8 callk-back queue. One of our help desk experts
will call you back before the end of the day. Mo need to wait on hold.



Malpractice Insurance

HPSO

CHPSO

Get a Quote iew More Resources

Looking for insurance that meets your
needs as a healthcare professional or
practice owner?

Let’s get you moving in the right direction.
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| Need a quote? I

CHPSO

Renewing a
policy?

| Privacy Policy

© 2024 Affinity Insurance Services ™
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Need coverage?
Getting a quote is as easy as 1-2-3

Tell us who you are, answer a few questions, and get a quote in as little as 5 minutes.
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Save and Continue »

(2]
rama ? =
2 s
Seudent Resed
(2]
What is your state of residence? p—
Application 0% completed alifornia
@ cevernes
What is your main area of study’ ]
Wh n area of study? Mental F
@ #rofessionalinformation Mental Health Counselor
>}

. Contact information

Additional license/certification or

active student? Profession

i “

Save and Continue »


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
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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
o 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

l, ,consent ___donofconsent____ fothe
release of my education records to Saddleback affiliates for the purpose of keeping them
informed about my educational placement at the facility. | understand that education records
include, but are noft limited to, information about my academic standing, healthcare records,
criminal background results, medical and professional insurance, directory information, and so on.
| understand that any disclosures will be within the Family Education Rights and Privacy Act
(FERPA) statues and District policies. | acknowledge that | 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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