
     LARC EXTERNSHIP GUIDELINES 
 
Completing your 40 hours of practicum (or more):  
Our goal is to make sure that all our interpreters are well rounded and have gained experience in various 
settings (healthcare, educational, human services, etc.) face to face interpretation.  
We suggest that you re-read the first chapter of your training manual that covers all the information regarding your 
externship hours, and pay special attention to the dress code and punctuation. 
 
 LARC Communication:  
Please check your email on a regular basis. Please acknowledge receipt of emails. The LARC@dupagefederation.org 
email is used for correspondence regarding externship.  Make sure to update us if at any time during your externship 
your information changes such as your phone number, email address or home address. 
 
Externship Opportunities: 
We will be posting most of the externship opportunities on our SignUp website. If you do not speak Spanish but would 
like to observe a trained Spanish interpreter (recommended), please sign up.  Please note that opportunities listed for 

languages of lesser diffusion are first offered to externs who speak that language. If an opportunity is still 
available two days before the appointment, you may register for this opportunity. 
 
Also, appointments posted will indicate if you will be “shadowing” our LARC interpreters, the in-house interpreters (of 
the hospital), or if you will be interpreting “on your own”. 
In an effort to be fair to everyone please do not sign up for more than 2-3 appointments at a time. If in a day or two 
those appointments are still available, you may sign up. 
 

Once you sign up for an appointment, you and the interpreter you will be shadowing, will receive a CONFIRMATION 
email from LARC with all the details. Make sure you read it and if you have any questions call or email our office.  
If you become unavailable for an externship you have registered for NOTIFY LARC ASAP. 
 

Sometimes appointments are cancelled with or without our knowledge. We would greatly appreciate your patience and 
flexibility in those cases, as we cannot control if and when the hospital or the patient cancels an appointment. You can 
call the office immediately and we can try to help you as best as we can. 
 
Externship hours at work:  
Those individuals who use the skills and techniques learned in their interpreter training in their current job, may have 
some hours credited toward their externship requirement. Documentation must be provided for each encounter, 
listing duration, skill and techniques used, supervisor name and contact information. Up to 20 hours within a 
work place are deemed acceptable.  
 
Other Externship opportunities: 

We encourage everyone to proactively look for opportunities in your community to offer your interpreting services as 
they would count towards your hours. These opportunities need to be approved by LARC first, so please contact our 
office and wait for confirmation BEFORE you make any arrangements. Make sure you provide us with the contact info of 
the person that can verify your practicum hours.  
 
Regarding Log Sheet: 
It has been recently updated. It also has two examples to give you an idea of how you should fill it out. THIS IS THE ONLY 
FORM YOU WILL NEED TO SUBMIT. There is no need to have anyone sign it when you go for your hours. When you 
submit your hours at the end, what you have on your Log Sheet should match with our records.  
Your Log Sheet must be submitted prior to scheduling for your final evaluation. 
 
Once you complete your externship hours: 
After you have completed your 40 (or more) practicum hours and you submitted your Log Sheet for review, we can 
schedule your final evaluation. Once you successfully pass your evaluation, we will issue your Certificate of Completion.  



Extern File Requirements 

We need these documents to be returned to us as soon as possible. Having a complete file is a prerequisite before you 

can register for any of the externship opportunities listed on the SignUp website. 

 

The TB test is your responsibility to take care of; we just need a copy of the results. Please note: TB skin test is valid for 1 

year, QuantiFERON for 2 years and the chest x-ray for 5 years. If you have any of these already and it is not older than as 

it was mentioned earlier, there is no need to get a new one. 

 

Background check and drug screen: if you have either of these done within the past 3 years, we just need a copy of the 

results. If you don't have a current background check or drug screen, we offer those in our office for a fee of $40.00 for 

both. (You can call ahead for an appointment with us and come to our office. We are open on weekdays, during regular 

business hours.) 

Proof of Immunity form: this simple form filled by your health care provider is the only thing needed. As you'll see, it 

allows for choices of proof of vaccine or immunity for various illnesses. Your provider must indicate if you received the 

vaccine (V) or if you are immune (I) and include the date. You must also indicate if you refuse to receive the Hep B or Flu 

vaccine. Please make sure the form is completed in its entirety, DO not send supporting documentation!  If you have any 

questions or concerns about completing this form call LARC. 

  

 

Please return the completed requirements to: 

LARC- 246 E. Janata Blvd., Suite 265, Lombard, IL 60148 

Fax: 630-748-4794 

Email: larc@dupagefederation.org 
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