
ACTION CENTER 

  Externship Conference Call 
May 25, 2022 

4:00-5:00 pm MST 



 

  

STEM AC/WDC Staff on the Call -
Introductions 

• Stephanie Lee - Grants & Contracts Analyst 
• stephanie.lee@stem.idaho.gov 

• Crispin Gravatt – Sr. Research Analyst 
• crispin.gravatt@stem.idaho.gov 

• John McFarlane - Partnerships/Externship 
Coordinator 
• partnerships@stem.idaho.gov 

• Matt Thomsen - Workforce Development Council 

mailto:crispin.gravatt@stem.idaho.gov
mailto:partnerships@stem.idaho.gov
mailto:stephanie.lee@stem.idaho.gov


  
 

Externship Program Overview 

• Inclusive Dates: June 1st - September 9th 
• 200 hours of work 
• Set up work schedule with site host 
• Subcontractor status 



Paperwork 
• Contract and W9 
• Invoice Template 
• Proposed and Daily Work Schedules 



Contract ID: Y~..iA M 

This agreement tnA 

Contractor / Corpora] 
("Contracto,.). 

IDAJ-1O STEM ACTION CENTER 
VENDOR SERVICE AGREEMENT 

(STATE FUNDS) 

Acknow ledgment of House Bill 220 

~ STE M AC ~ The ldat\o Legisla1 
and conditions state effective May 10, 

Contract JD: Ar,/ 

is. compliant with 
NOW THERE.FORE, i following: 

contained, t h e parti, 

SIGNATURE PAGE 

The State is subje, 
1. SCOPE OF WORI a nd State employ 
STEM AC desires t h e prosecution. The : 

i . e xemptions provi, 
ii . abortion provider 

iii . 
iv. 

promote or induc Cont ractor's Legal Business Name & Address 

v. C.Ont r 

vi. Th is c 
requi 

2. TERMS OF PAY~ 
STE.MAC.agr ees to p 
agre.es to submit an 
d uri ng e-.ach pa·v per 

Idaho Code67-9218 
prompt payment of 

Agreement bl.rt mu~ 

shall b:e go'w'em ed b' 
3. INTELLECTU A L P 

S'TE.M AC sh a II retail 
STEM AC for purpo~ 

pre.sentations, s-ulV'i 

Agr eem ent ("'lntelle, 
by Contracto r to an, 

Inte llectual P'rope rt\ 
et seq., it sh all be a ' 

a "'work for hi re", ti 
the lntellect\Jal ProJ: 

4. CONTRACTO R'S 

All work done b:y th( 

STEM AC's rea-sonat 

l:l.1ha SJEM Action c■nm 

Please refer to tht 

response, if any, ,o 

J ld;aho STE,.. Adlon can 

Printecl Name 

Signature 

Da.te 

ld;ah.CJ STEM .MIion canm Vandcr s.rvtca Ap'aaTIHrt 

IDAHO STEM ACTION CENTER 
802 WEST BANN OCK STREET, 5UITE 900 
BOISE, IDAHO 83702 

STEM AC 

Stephanie Le e, Gra nts & C:Ontracts Analyst 

Dat e 

' 

   

   
   

 
 

 
 

  

 
 

 
   

  

Contract & W9 
Contract is between the STEM AC and you 
(independent contractor) 
Below outlines a few of the sections within 
the contract (contract is 9 pages): 

• Scope of Work (SOW) 
• Terms of Payment 
• Contractors Performance 
• Reimbursement of Expenses 
• Term of agreement & Termination 
• Acknowledgement of House Bill 220 

NOTE: You will receive the contract 
through AdobeSign. You will electronically 
sign this and complete the W-9. Once you 
have completed signing, it will be sent 
back to Stephanie Lee automatically. 



l'<lml W-9 Request for Taxpayer Give Fonn to the 
(RB\'. Octttl<!< 201S) Identification Number and certification requester. Do not 
Dep3l"brenl « tne naasurr send to the I RS. 
rrtemalR:YenlJ!'ser.'108 ► Goto WlilfW.n&g0v/FonnW9 for instructions and the latest information. 

1 Narne ~ il'KWri~11 Inocrne tax ratum). N.ama Is reqtJrE<I on this II~ do rot .eave ttl.S llne t>l.3M. 

2 amnes.s ran&'dtsregardeel eratty name-. tr dlffer81'1 rrcm abt"'8 

,; 
3 Cha::: 1-i ai:prc:atate bDX re..- tE<leral tex cB !l!l lff catloo or 1.:he per300 WhOse name IS err1EfEd on .ne , _ Check._____Q©" one ot u1e • ElO!mptlOOS (Code6 "WIY ooy 1D a tci lDWllg seYEn boxes. certal1 EHCe!I, mt looM{llU&.; see 

R """"'1!0lw;oo p.,ge a; 

& 0 lrnl'lt1lEIISotel prop101.0l'"or 0 C Corporal!oo □ sColporati'.ln □ P"""emtP □ Tru.....,.., 
Elll.;l~Ernba" LLC exempt l")'!!l'cooe {l1 '"'1 ,aj ~ ---a._g ,,.~ □ L.lnll'Bll llal:1lltyCCCYlJH1Y. Ente"ttleW~1k:a::t:Jn(C-ccorporatlcn.S-ScapaaUoo.P.Partne15111p) "'---

"g Na~ Check ~ ~BIB IXlX In 1he llr.:i ilbm'EI ror h tax classmcatloo or the Sllgle-membB" O'MJE'f". Do not d1ect ~ rrcm fATCA r!!p(Xt:'Dg 0" 

:d! LL..C If the! u..c I!! ~ BS a !m(J&-member Ll.C thBJ: IS <f'SrEgaroBll rrcm the owner Ul'1BS.'s the OWTlE!f OI the UC !S. 
COOO (ll an~ 

.1:8 ~other Ll.C thilli IS: 001 dl6ff!Qil'ded ntcn 100 O'MJ€:( laf U.S.. red£ml tax JX.lrpa,sei. otherWlse. a 5'~1e-memtler LLC lhai 
IS dtsregaroi:,:) 1TOrn ~ IM'IM!r Shot.la Cfleck ltle ap~a:e bar: tor Ille tax ciassfflcatk:11 or s O'MJEI". 

I 0 011S(S<!e01-S) ► ~ft>.ac:rmnllr,.._.,.._;1-.:1,,,- us.J 

., 5 M dress ~ -street il[Q_apt Of ru~ ~ lns::ruak>ns. Requester:s: llintE! in::l ad~s {cfJtlanaJ) 

Jl 
6 Q!y~,._ar» z.te.J;od,e 

7 Ust ac:cotn runbef(!,) oore (cpflcnal] 

■ :r. ... Taxpayer ldentific·:rtion Number (TIN) 
I Sod.al securny number I Enter you~ TIN in the ap~~e box. ~ TIN provkted must _match u:e name g'ren on iile 1 to .woid 

beckupwithhokfing_For mdividuals. this ts genera.It)' your soc1~serurrty number l'5SN). However. fore DJ] [D I I I I I 
res;dent aft.en. :sore proprietor, or disregarded entity, see the il5lructions fa Pan I, rater. For oth« - -
entities. ii is your employef identifica:tioo number l'EIN).. If you do not haVB a number. see How ro get a ~~~~~ 
TIN, la'l.er. or =--~~~--~--~ Note: 11 the ec:counl is in more then one name. see the iau;;lrudions fa line 1. Also see What Name and 
Number To GIVe the Requesrertor guideJneson 'MIOEe number to enter. 

Certification 
Lhder penalties of perjury. I certify that: 

1. The number sho""1 on this fam is my correct 1BXpayer identificaticl"I nurmel' (or I :am waimg for a number to be issued to me); end 
2. I em not sub feet to baclwp w:fthhclding because: (a) I em exempt from backup withholding. a (b) I have n~ been notified b)' the Internal Revenue 

Service (IRS) that I am suqe,ct to backup witliloklng as a result of a 1eilure to report all intere5l or dM dends, or (c ) the IRS has notified me that I am 
no looger subject to bl:da.rp withhok:ling; End 

3. I em a u_s_ citiz.eo or other U.S. peraon (defined befow); end 

4. The FATCA code{a} entered on 1his form frf ~ indicslilg that I mn @){empt from FATCA reporting is correcL 

Certifica tio n instnJclionr... You m.rst aoss o UI item 2 above if you have been notified by the IRS thic you are currantfy subject to backup withholCUIQ because 
you have faied to re,port .a1 in1erest and dividends on ~ tax return. FOf reB1 e-st:.a.t:e transactions, item 2 d'oes not apply. FOf mc:c"lgage interest pajd.. 
ecquisiion or abandonment al sect.red prope.rty, cancellBti:>n of debt, contributions to an indivktue1 retirement a:range.rren1 (IRA), BOO~. peymi3nt!:t 
other lhan interest and d'Md&.nd's, you are not ri:qli"ed to sign the certification. bl.rt you rnus1 provide yois carect TIN.. See- the ilstructiJns for Pan II, ·er. 

Sign I Signature or 
Here . u.s.pen;on ► 

General Instructions 
Section references are to lhe Internal Reven.ue Code unless otherwise 
naiad. 

Future developments. for the lete5i information about developments 
related to Form W-9 and itB instructionB, :such as legi:s!stion eRalCled 
after they were published., go to www.ir.s.gov/Form~W. 

Purpose of Form 
An n:lividual or entity {Form W-9 requester) who is re(Jlirad to file Bl 

information rettm wilh the ~S must obtain your correct taxpayer 
iden iftcetioo n umber cr-,1) which may be you- aoc:iel :security number 
(SSN), mvidual mpayer ident-1ion number ([TIN). adoption 
taxpayer kientiftcetion number (ATIN). or emp1~ff iden1:ifics.lio numbet" 
(EIN). 10 repcct on an infama.tioo return the amomt paid to ~ . or other 
amount re-ponabJe on an information retum. Examples ~ rnormalion 
returns inck.Jde. but are not limited to , the loflov."DQ. 

• Fenn 1099-INT Onmree.t earned or pa,jd) 

ca.tNo.. l 02'Jl X 

.. 
• form 1099-0IV (divkfencls:, inwding lhose from stocks a mutuaJ 
funds) 

• foon 1099-MISC (various types of income, ~es. awards, or gross 
proceeds) 

• form 1099-8 (Sl!oc::k or mutual fund e.aJes and oertsjn olher 
trans&'.:lions by b<oken;) 

• foon 1099-S (proceeds from real estate trane..ac:tion~ 

• Fom, 1099-K (rnen:han1 cart! and lhirrl peny nerwcrl< transacliaos) 

• fom, 1098 (home rncrtgage rner"51~ 1098-E (s1Udent loan merest). 
109B-T (bitioo) 
• fom, 1099-C (canceled debt) 
• fonn 1099-A {ecquisitioo er abandanment. al secured propEf1)') 

Use fonn W-9on.ty if you are a U.S. person (including a resident 
alien), to provide your correct TIN. 

Jf you do not rerum Fonn W-9 to lhe requester 'Wttn a TW, )OU migJf 
be subject 10 bw:kup withholding. See Whai is be.ckup withhofdng, 
later. 

Form W-9 1ReY. 10-201S) 

    
 

  
 

  
   

  
 

   
 

 
 

 
   

  

W-9 Form 
W-9 is required for any person doing business 
with the State of Idaho. 

• Contractor MUST fill in each highlighted 
section, sign, and date. 

• If you already have a W-9 on file with 
the State of Idaho this is not needed. 
o Exception - any information has 

changed: name or address 
• W-9 required before any payment will 

be made. 

NOTE: You will receive the contract 
through AdobeSign. You will electronically 
sign this and complete the W-9. Once you 
have completed signing, it will be sent 
back to Stephanie Lee automatically. 



Invoice Template Invoices will need to be emailed to Sondra 
Chadd, 
Please contact her if you have questions

You will submit 
• 

• 

Externship Invoice 

Name : 

Address: " St reet Add ress 

City/ Stat e/ Zip 

Phone: 

E-mail: t 
Bill t o 

Idaho STEM Action Cent er 

802 West Bannock St reet , Suit e 900 

Boise, Idaho 83702 

Description 

Ext ernship at [please specify company here] 

!Total 

I 
Notes: 

Date: Input date here 

Total 

$ 

$ 

2,500.00 

2,500.00 

I 

     
  
  

  
  

   
 

    
    

        
        

            
           
      

STEM AC 
Sondra.chadd@stem.Idaho.gov. 

. 

2 invoices. 
1st midway (100 hours and interim 
report has been submitted) of the 
program 
2nd upon completion of the program 
(200 hours and final report has been 
submitted) 

***Payments to Contractor, without any dispute, will process in accordance with Idaho Code 
67-9218. The Contractor understands that, while the Agency will use its best efforts to secure 
prompt payment of invoices, as a state agency, the Agency may not make direct payment under 
this Agreement, but must submit the invoices to the State Controller's Office for payment. Any 
late payments shall be governed by Idaho Code Section 67-2302.*** 

https://stem.idaho.gov/wp-content/uploads/Externships/ExternInvoiceTemplate-1.xlsx
mailto:Sondra.chadd@stem.Idaho.gov
https://stem.idaho.gov/wp-content/uploads/Externships/ExternInvoiceTemplate-1.xlsx
https://legislature.idaho.gov/statutesrules/idstat/title67/t67ch92/sect67-9218/#:%7E:text=67-9218.,the%20terms%20of%20the%20contract.
https://legislature.idaho.gov/statutesrules/idstat/title67/t67ch23/sect67-2302/


Proposed & Daily Work Schedule 

stephanie.lee@stem.Idaho.gov 

Used to give STEM AC/WDC a 

Daily Work Schedule (required for interim and final reporting): 

Extern Proposed Work Schedule 

Extern Name: Dat e: 

Company Name: 

Dat e,s: ____ _ 

Monday Tuesday Wednesday Thu rsday Fr iday Sat urday Sunday Tot al Hrs Worked 

7:00AM 0 

8:00AM 0 

9 :00AM 0 

10:00AM 0 

I 11:00AM 0 

12:00 PM 0 

I 1 :00 PM 0 

I 2:00 PM 0 

I 3:00 PM 0 

I 4:00 PM 0 

I 5:00 PM 0 

I 6:00 PM 0 

I 7:00 PM 0 

I 8:00 PM 0 

I 9 :00 PM 0 

Tot al 0 

 
 

  
  

   
 

 

   
 

    

     

Proposed Schedule: 
• Complete once, prior to 

starting externship, send to 

• 
timeline to schedule site 
visits. 

• Complete once a week 
• Upload to the Community Grants Portal - Crispin Gravatt will review 

Proposed and Daily Work schedule is available on the Extern webpage under “Extern Resources” 

https://stem.idaho.gov/wp-content/uploads/Externships/ExternWorkSchedule.xlsx
mailto:stephanie.lee@stem.Idaho.gov
https://stem.idaho.gov/wp-content/uploads/Externships/ExternWorkSchedule.xlsx
https://stem.idaho.gov/apply/stem-externships/


Externship Checklist 
Extra Steps /1:hesesupsmay happen an;>time withmyoure:xternshi.p-check at1cecvmpkte, as 
needed) 

□ I've contacted Partnership Program Cc 
externship 

□ I've added a calendar appointment to 
following year. 

□ I've met with t he Partnership Progran 

suggested changes, etc for the follow 

D I've reviewed the Extern Progr<1m f act 

□ I've reviewed the Extern Handbook. 

STEM AC Contacts 
(Mai n Contact) 
Partnerships Program Coordinator 
John McFarlane 
208-231-1466 
partnership@stem.idaho.gov 

(Reporting) 
Crispin Gravatt 
Data and Research Analyst 

208-332· 1722 
crispin.gravatt@stem.idaho.gov 

(Cont ract & W9) 
Grams and Contracts Analyst 
Stephanie Lee 

208-332· 1724 
stephanie. lee@stemJ daho.gov 

(Invoice) 
Financial Officer 

Sondra Chadd 
208-332-1721 
sondra.chadd@stem.idallo.gov 

(Course Assignment) 
Exerutive Director 
Dr. Kaitlin Maguire 
208-332-1726 
kaitl in.maguire@s.tem.idaho.gov 

D I've submitted and emailed my course assignment to the Exe 

(12:00 am MST) o n September 9, 2022 

► I understand that course assignments will not be a 

deadline/ 

Third Steps (c:hec:honcecvmplete) 

::J Working at host site and having a great t ime 

D I've started or continuing to share my experience with colleagues t 

D Creat ed or started to creat e a blog post w ith approved photo(s) 

D I've complet ed t he blog post and emailed it to Partnershi 

::J I've submitted my actual/confirmed Weekly Work Schedule" and a 

Report• for w eeks 1 - 3 w ithin the Community Grants Portal• by th 

D Week 1-Submitted Work Schedu le and answered Week 1 

D Week 2 - Submitted Work Schedu le and answered Week 2 

D Week 3-Submitted Work Schedu le and answered Week 3 

Taking photos, as allowable, of your w ork and host site (please che 

prior to taking any pictures) 

Wrote out notes and thought about how I can "Connect M y Experi 
required, but could help completing the interim and final reports and J~ss 

::J I've complet ed my 1" 100 hours 

D Submitted my weekly work schedu les to the Communi 

D Completed my interim report wit hin th e Commun i 

if approved by host si te) 

□ I' ve submitted my 1 ~ invoice to the Financial Officer • after I've uplo 
inter im report 

Forth Steps (checkoncecomplet.e) 

Continue working and enjoying my t ime 

::J I've submitted my actual/ confirmed Weekly Work Schedule" and a 

for w eeks 4 & 5 (possibly w eek 6) w ithin t he Communi Grants Po 

D Week 4 - Submitted Work Schedule and answered Week 4 

D Week 5 - Submitted Work Schedule and answered Week 5 

D Week 6 - Submitted Work Schedu le and answered Final qu 
not need week 6. If you've completed 200 hours within 5 weeks, t 
the fina l questions for the final report during week 5) 

::J I've complet ed my 2"" 100 hours (Completed 200 hours) 

D Completed my Final Report• w ithin the Communi Grants 

September 6, 2022) 

Follow the checklist below to help you navigate next st eps once you have been accept ed int o 
t he STEM Externship Program 

First Steps (checkaricecamplet.eJ 

D Host1 site w ill contact extem s and sched ule interview s 

D Host site and extern w ill conduct an interview 

D Host site w i ll info rm candidates o f their selection 

D Selected ca ndidate w ill contact the STEM AC regardi ng his/ her selection 

D Extern w ill wor k w ith host site t o determine work schedu le (200 hours required) 

D Once schedule has been determi ned, extern will email Partnership Program Coordinator-2 h is/ her start & 
end dat e 

Second Steps (check011eecamplet.e) 

Externs w ill receive required paperwor k from Grants & Cont racts Analy~ t hro ugh AdobeSi&n (STEM AC) 

1. Contract (requi red prior to starting externship) 

D Received D Returned to Grants & Contracts Analyst" 

2. W-9 Form• (required prior to starting exremship) 

0 Received D Re~urned to Grants & Contracts Analyst• 

3. Proposed Daily Scftedule• (required far Joh.n to schedule site visits, hours may not be confirmed ot this time) 

0 Received D Returned to Grants & Contracts Analyst• 

4. Invoice Template"' (Submitted twice to Financial Officer' (STEM AC)) 

0 Received 

D Participated in the STEM AC Webinar • (recorded conference coll and resources are available an the Extern 
website•) 

Yes, I w ant t o sign up for the PD Cred it 

D I've informed t he Executive Director ' t hat I am interested in the PD Credit 

D I've review ed the STEM AC and WDC Educator Course Syll abus 

D I've registered and paid th e $180.00 fee for the PD cred it by deadline (July 1, 2022) 

1 Uptc S i!?ltt!rn reM.1112!!1 ,,.,; 11 IM!forwimll!d tohlJISt s it t!!ttoSt! lf!ct from 
1 • In.di~ hvµe rli lU: to ~mt.I ii, dODJmt!n'l,. port-- Ot wdipa~ 
' h ymenti may t211.i!: up to 30 day.s. to pr-OC:~$5 oner! th!!' Fil"IMtifit~t• has IC~d your in.'ltl itl!.. If 'fOur- il'Tt'aiCC i1- rl!lurnl!d to be ctirretted. thi1- Yli ll likdy -d~ )'QUI" 

12Vrnent ID118.et" Umn 30 d~ Pl~e ca~ t he Hni!lnciitl Olfioer if you ~ l!lny questions prior to l-Ubmitting yt,ur inwcioe so pi!lymen'f. is nD'l delityed. 

□ I' ve submitted my 2•• invoice to the Financial Officer • after I' ve completed my Final Repo 

    Checklist is available on the Extern webpage under “Extern Resources”. 

https://stem.idaho.gov/wp-content/uploads/Externships/STEM-Externship-Checklist-rev2.pdf
https://stem.idaho.gov/apply/stem-externships/


     
    

 

 
 

Communicating with the 
Host Site 

• Anyone not had contact from your host site? 
• Please email John contact information for site 

mentor 
• Name 
• Email address 
• Work phone number 



Externship Lesson Plan Template 

BACKGROUND INFORMATION 
Name: Click or tap here to enter text. 
School and District: Click or tap here to enter text. 

j~J.~ location : Click or tap here to enter text. 

j~J.~ Strand Title: Click or tap here to enter text. 

Target Grade Band: Click or tap here to enter text . 

Applicable Idaho Content Science Standards: Click or tap here to enter text. 

INSTRUCTIONAL SEQUENCE SUMMARY 
2-3 sentences describing the instructional sequence 

Click or tap here to enter text. 

STUDENT LEARNING TARGETS 
Content: What will students be learning? What will studerts be able to do after the 
lesson? 

Click or tap here to enter text. 

o Related Science and Engineering Practice: Click or tap here to enter text. 

o Related Cross Cutting Concepts: Click or tap here to enter text. 

o Supporting Content: Click or tap here to enter text . 

Sktlls: What skflls are important to develop or necessary to accomplish the learning? 

Click or tap here to enter text. 

• Reflection/Assessment: What are your expectations regarding student 
performance? How will students show or be assessed on t.lu:i.c learning? 

Click or tap here to enter text. 

• Key Vocabulary: 

Click or tap here to enter·--~ 
346 words 

LESSON PLAN/LEARNING EXPERIENCE 

Engage/ Activate Prior Knowledge: 
• Describe strategies/phenomenon/experiences to engage learners and activate and 

connect to prior knowledge: 

Click or tap here to enter text. 

Explore/ Investigate: 
• Describe strategies/opportunities/experiences for students to independently or 

collaboratively explore new material and apply new learning: 

Click or tap here to enter text. 

Explain/Synthesize and Reflect 
• Describe strategies to elicit student understanding for generating feedback, personal 

reflection and assessment of developing knowledge and skills; include instructional 
strategies to deliver content as necessary: 

Click or tap here to enter text. 

Elaborate/Create and Design 
• Describe strategies/ opportunit ies/ experiences for students to revise and edit 

work, develop a more sophisticated understanding or apply their new 

understanding to other situations: 

Click or tap here to enter text. 

Evaluate /Communicate 

• Describe strategies/opportunities/experiences for students to demonstrate their 

level of achieving the learning targets: 

Click or tap here to enter text. 

Connecting Your Experience 
to the Classroom 



   

 

 
  

 Requirements for all
Externs 

• Interim & Final Reports: Currently being updated, available by 
June 15 
• No longer weekly- aggregated to first half & second half 

(~100hrs. ea.) 
• Contains similar prompts, but focused on broader experience 

• Report instructions on website 
• Post Opportunity Survey 
• Blog post with photo (approved by site host) 



  
 

 

Additional Requirements 
for Credit 

• How many are planning to sign up for credit? 
• Lesson plans using template provided (included in Final Weekly 

Report) 
• Syllabus Link: https://stem.idaho.gov/wp-

content/uploads/2019/05/Externships2019_withLink.docx 

https://stem.idaho.gov/wp-content/uploads/2019/05/Externships2019_withLink.docx


  

 STEM AC Contact 
• John McFarlane 
• partnerships@stem.idaho.gov 
• 208-231-1466 
• At least one site visit over the summer 

mailto:partnerships@stem.idaho.gov


Questions? 


	Externship Conference Call�May 25, 20224:00-5:00 pm MST
	STEM AC/WDC Staff on the Call - Introductions
	Externship Program Overview 
	Paperwork
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Communicating with the Host Site
	Connecting Your Experience to the Classroom
	Requirements for all Externs
	Additional Requirements for Credit
	STEM AC Contact
	Questions?

