
For the best experience, open this PDF portfolio in
Acrobat 9 or Adobe Reader 9, or later.

Get Adobe Reader Now!

http://www.adobe.com/go/reader




SOM Graduate Studies Program 
Master’s Program Mentor/Advisor Assignment Form 


SOM Graduate Studies Office Form Version: 6/25/2009 


 


Student Name:       Mentor/Advisor Name 


Student ID:     U 
      DO NOT enter Social Security Number 
   
Student Phone:                                Program or Mentor Lab Phone:  
 


I have read and understand this document.  
 
 
Student Signature:     Date: 
 
Section 1: Student’s Graduate Program Affiliation – Choose appropriate program from the drop down list 
 
 
  
 
 
Section 2: Mentor/Advisor Acceptance of Student 


I am a member of the SOM Graduate Faculty affiliated with the Program indicated in Section 1 and I agree to serve as a 
mentor/advisor for this student. 


Mentor’s/Advisor’s Primary Administrative Unit1: __________________________________________________________ 
The Primary Administrative Unit is the OHSU unit which pays the faculty member’s salary and that receives credit for indirect costs earned  
by the faculty member’s grants  
 
 
Faculty Signature:   Date:  


 
Section 3: Approval by Director of Mentor’s/Advisor’s Primary Administrative Unit1 


The Primary Administrative Unit1 of the Mentor/Advisor approves the assignment of the mentor/advisor named above. 
 


Chair or Unit Director Name: 
 
Chair or Unit Director Signature: ______________________________________________   Date: ____________________ 
 
Administrative/Program Coordinator:  Date: 
 
 
Section 4: Graduate Program Acceptance and Approval 


The Program indicated in Item 1: (a) accepts the student named above, (b) certifies that the mentor/advisor meets the Program’s 
criteria for mentors/advisors, and (c) approves the assignment of this mentor/advisor to the student named above. 
 
 
Program Director Signature: ______________________________________________ Date: ____________________ 
 
Program Coordinator Review:   Date: 


 
 
Student: Complete the student information section and section 1 then sign. If you are unclear of the Graduate 
Program Affiliation, consult your Program Coordinator. 
The Mentor, Mentor’s Administrative Unit, and the Graduate Program complete their sections.  
Send the completed form to:  Office of Graduate Studies 


Mailcode L102 
 
For Graduate Studies Office Use Only: 


Date Received: 


Graduate Studies Office Use Only: Mentor ID#      







SOM Graduate Studies Program 
Master’s Program Mentor/Advisor Assignment Form 


SOM Graduate Studies Office Form Version: 6/25/2009 


 
Instructions 


 
This form is required for all SOM graduate students admitted to a master’s degree program.  When the 
student identifies a mentor/advisor, this form is completed and returned to the Graduate Studies Office 
(L102). 
 
If the student changes mentor/advisors, a new form must be submitted as soon as possible.  
 
The Associate Dean for Graduate Studies must approve transfers between graduate programs through a 
separate process described in the Graduate Council By-Laws. 
 
Student Section:   
Complete this section and sign. Use your OHSU Student ID number, not your social security number.  
Phone numbers are required. 
 
Section 1. Program  - Student completes 
Choose the appropriate Graduate Program Affiliation.  If you are unsure, consult your Program 
Coordinator. 
 
Section 2. Mentor:    
The Mentor/Advisor MUST be an approved member of the SOM Graduate Faculty.  A full list of 
Graduate Faculty can be found on the Graduate Studies web site. The individual must meet the 
graduate program’s requirements to serve as a mentor/advisor as described in the Graduate Council 
By-Laws. Individual programs may have additional requirements in addition to the Graduate Council 
requirements.  It is each program’s responsibility to ensure that the proposed mentor/advisor meets all 
requirements prior to submission of the Mentor/Advisor form. 
 
Section 3. Approval by Director of Mentor/Advisor’s Primary Administrative Unit:  
This section must be completed by the chair or director of the proposed mentor/advisor’s Primary 
Administrative Unit.  The Primary Administrative Unit is the OHSU unit which pays the faculty 
member’s salary and that receives credit for indirect costs earned by the faculty member’s grants.  
Adjunct faculty who do not receive salary from OHSU, the Primary Administrative Unit is the OHSU 
unit that sponsored the adjunct appointment.   
 
Section 4. Graduate Program Acceptance:  
This section must be signed and dated by the Director of the graduate program selected by the student.  
The Director’s signature indicates that the Program:   


(a) Accepts the student into the graduate program,  
(b) Certifies that the proposed mentor/advisor meets the Program’s criteria for 


mentors/advisors, including any financial requirements.  
(c) Approves the assignment of the mentor/advisor to the student.  


Program Coordinator signature is also required to insure administrative acknowledgement of the 
acceptance. 
 
Questions about the form or these instructions should be directed to the Graduate Studies Office 
(somgrad@ohsu.edu).
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OHSU	Master’s/Capstone	Plan	
for	OHSU	UBT	Master’s	grant‐funded	Students	


 
In partnership with the OHSU Department of Medical Informatics, external Sponsoring Organizations will provide structured 
capstone experiences for medical informatics students to help with current projects.  This program will provide benefits to the 
Sponsoring Organization, the students, and the state’s workforce in a variety of ways.  The capstone will bring together theory, 
application, and current practice. 
 


Guidelines for credit hours  


 Master’s Capstone (BMI 581) is required for all UBT grant‐funded MBI students.  MBI 581 consists of 1) an approved 
internship, 2) participation in an on campus course that meets three times a quarter, 3) a written paper, and 4) a final 
report presentation.   Students will register for 3 credit hours over 2 quarters (summer and fall quarters), averaging 9‐12 
hours of work per week with the organization and will attend an on‐campus course that will meet a minimum of three 
times per quarter. 
 


Structure & Process 
Securing a Capstone: 
 
Interest Form: Interested students will fill out a Student OHSU Master’s / Capstone Interest Form and include a CV/résumé to 
participate in the capstone.  This form must be turned into the OHSU Internship Coordinator by the end of the 2nd week of the 
quarter before the student wants to begin their capstone (i.e. fill out Interest Form at beginning of the winter quarter to begin a 
spring quarter capstone).  


Finding a Project: Master’s students are responsible for finding their own capstone opportunities.  The OHSU Internship Coordinator 
will maintain a database with descriptions of current project opportunities at some of the Sponsoring Organizations.  The student 
will either come up with his/her own project idea and Sponsoring Organization or use the project database to match their interests 
with an appropriate project.  The OHSU Internship Coordinator and the Sponsoring Organization will facilitate possible matches and 
development opportunities. After coming up with her/his own idea or browsing the project descriptions of examples available in the 
OHSU internship database, the student should discuss potential projects and opportunities with the OHSU Internship Coordinator.  
The project idea must be approved by the OHSU faculty advisor by the end of the 3rd week of the quarter before the student begins 
the capstone. 


Project Development: The quarter before the capstone begins the student will work with the Sponsoring Organization to develop a 
detailed Project Plan that includes the project scope, milestones, deliverables, and timeline as well as the Sponsoring Organization’s 
mentor, OHSU Faculty advisor, and a description of how the project relates to the student’s UBT workforce role.  The Project Plan 
will also include the frequency of meetings with the Sponsoring Organization as well as any additional requirements the Sponsoring 
Organization or OHSU faculty advisor has for the student (see Contract for a more detailed listing of all required components). The 
proposed Project Plan must be completed by the OHSU student and turned in to the OHSU Internship Coordinator no later than the 
midterm of the quarter prior to when the work will begin (For example the Project Plan for a spring capstone must be turned in no 
later than the midterm of winter term. 


Logistics: The Sponsoring Organization will work with the student to ensure all necessary Sponsor required paperwork/screenings 
are completed prior to the start of the capstone. The OHSU Internship Coordinator will work with OHSU and the Sponsoring 
Organization to establish the necessary Affiliation Agreement.  If there will be patient care as part of the internship, the Internship 
Coordinator will work with the student and OHSU to develop an Off Campus Authorization (OCA).    


Final Approval: The Project Plan and all necessary paperwork must be approved and the Course Contract signed off on by the 
Faculty Advisor, Sponsor site, and the OHSU Internship Coordinator at least two weeks prior to the beginning of the quarter during 
which the capstone is to take place. 
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During the Capstone: 
 


 Each student will be closely linked with a Sponsoring Organization staff member who will serve as his/her mentor for the 
duration of the capstone.  The student may also be introduced to one or more content area experts or mentors for a given 
project or set of tasks. The student will meet regularly with Sponsoring Organization staff, including the mentor, at the 
frequencies determined in the Project Plan, to review progress and assign work.  The Sponsoring Organization will submit a 
semi‐monthly Sponsor Capstone Progress Report on the student’s progress to the OHSU Internship Coordinator. 


 The Sponsoring Organization mentor will complete a Student Evaluation prior to the end of the capstone. 


 The student will submit a semi‐monthly Student Capstone Progress Report to the OHSU Internship Coordinator for the 
duration of the program. 


 The Sponsor will submit a semi‐monthly Student Capstone Progress Report to the OHSU Internship Coordinator for the 
duration of the program. 


 The student will meet or have a phone conversation at least once with the OHSU Internship Coordinator on a pre‐
determined date outlined in the Course Contract. 


 The OHSU Internship Coordinator will schedule student and OHSU advisor appointments as needed.  


 The OHSU Internship Coordinator will review semi‐monthly capstone progress reports from student and sponsor and 
update OHSU’s faculty advisor. 


 The Master’s student will maintain a list of hours worked and tasks completed and they will submit a 10‐15 paged double 
spaced summary of their capstone experience to the OHSU Faculty Advisor and the OHSU Internship Coordinator no later 
than one week prior to the end of the quarter.   


 The student will participate in an on‐campus course, which will meet a minimum of three times per quarter. 


 The Master’s student will complete a 20 minute presentation of their internship experience at the Informatics Conference. 
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Capstone Role Summary 
 


Roles 
Quarter Before Capstone Begins  During the Capstone 


Timing  Task  Timing  Task 


St
u
d
en


t 


Wk 2  Submit Capstone Interest Form with 
CV/resume 


Per Project 
Plan 


Meet with Sponsoring Organization 


Wk 3  Project idea approved  Per 
Contract 


Meet with OHSU Capstone 
Coordinator 


Mid‐qtr  Submit Proposed Project Plan  Semi‐
monthly 


Submit Student Capstone Progress 
Report  


2 wks prior 
to qtr end 


Submit Final Project Plan 
Complete Sponsor related paperwork  


1 wk prior 
to qtr end 


Submit Capstone Summary Report 


Sp
o
n
so
r 


Mid‐qtr  Identify mentor  Per Project 
Plan 


Meet with student 


Mid‐qtr  Proposed Project Plan developed with 
student 
 


Semi‐
monthly 


Submit Sponsor Capstone Progress 
Report 


2 wks prior 
to qtr end 


Complete Sponsor related paperwork 
Sign Course Contract  


Before qtr 
end 


Submit Student Evaluation 


Fa
cu
lt
y 


Wk 3  Approve  project idea  On‐going  Monitor student’s progress 


2 wks prior 
to qtr end 


Approve Project Plan 
Sign Course Contract  


As needed  Advise and communicate with student 
Address issues with student’s progress 


    Before qtr 
end 


Grade Capstone Summary Report and 
determine class grade 


In
te
rn
si
h
p
 


C
o
o
rd
in
at
o
r 


On‐going  Maintain database of project 
opportunities 


Per 
Contract 


Meet with student 


Wk 2  Receive Capstone Interest Form with 
CV/resume 


Semi‐
monthly 


Review Capstone Progress Reports 
from student and sponsor 


Mid‐qtr  Receive Proposed Project Plan  Semi‐
monthly 


Update faculty advisor on student’s 
progress 


2 wks prior 
to qtr end 


Receive and sign Course Contract –  
Receive Final Project Plan 
Complete Sponsor related paperwork 


As needed  Schedule student and advisor 
appointments 
Visit/contact sponsors 


 
Roles 
Master’s Students. 
 
Students will fill out a Student OHSU Master’s / Capstone Interest Form and include a CV/résumé to participate in the capstone.  This 
must be turned in to the OHSU Internship Coordinator by the end of the 2nd week of the quarter before the student wants to begin 
their capstone.  The student will investigate project options by reaching out to organizations he/she may be interested in working 
with, or by using the database maintained by the OHSU Internship Coordinator. After coming up with her/his own idea or browsing 
the project descriptions of examples available in the OHSU internship database, the student should discuss potential projects and 
opportunities with the OHSU Internship Coordinator.  The project idea must be approved by the OHSU faculty advisor by the end of 
the 3rd week of the quarter before the student begins the capstone. 


The quarter before the capstone begins the student will work with the Sponsoring Organization to develop a detailed Project Plan.  
The student must submit a proposed Project Plan and turn it in to the OHSU Internship Coordinator no later than the midterm of the 
quarter prior to when the work will begin.  The final Project Plan and all necessary paperwork must be approved (Course Contract) at 
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least two weeks prior to the beginning of the quarter during which the capstone place.  The student will work with the Sponsoring 
Organization to ensure all necessary paperwork/screenings required by the Sponsoring Organization are completed.  The student 
will work with the OHSU Internship Coordinator to ensure all paperwork, including an Affiliation Agreement and an OCA (if 
required), is completed. 


During the capstone, the student will meet/communicate on predetermined dates with the OHSU Internship Coordinator and on an 
as needed basis with their OHSU Faculty Advisor.  The student will submit semi‐monthly (twice a month) a Student Capstone 
Progress Report to the OHSU Internship Coordinator.  The student will meet regularly with Sponsoring Organization staff at the 
frequencies determined in the Project Plan.  


The Master’s student will maintain a list of hours worked and tasks completed, and they will submit a 10‐15 page double‐spaced 
type summary of the capstone experience to the OHSU Faculty and the OHSU Internship Coordinator no later than one week prior to 
the end of the quarter.  The Master’s student will present a final report of their internship experience. 


The student will demonstrate professionalism through punctuality, enthusiasm, and appropriate dress, as well as by maintaining 
confidentiality.   


 
Sponsoring Organization.   
 
The Sponsoring Organization will identify mentor(s) for the student(s).  Each student must be assigned a mentor at the Sponsoring 
Organization by mid‐term of the quarter prior to when the capstone will begin.  The mentor will work with the student to develop 
the proposed Project Plan by mid‐term of the quarter prior to the capstone and sign Course Contract two weeks prior to the end of 
the previous quarter.  The mentor will help guide the student’s efforts, submit semi‐monthly Sponsor Capstone Progress reports on 
the student’s progress to the OHSU Internship Coordinator throughout the capstone, meet with the student as outlined in the 
Project Plan, and work to ensure the experience is valuable for both the student and the Sponsoring Organization’s mission.  The 
Sponsoring Organization will complete a Student Evaluation prior to the student leaving at the end of the capstone.  


A staff member from the Sponsoring Organization will serve as the program’s primary Sponsoring Official, ensuring that the 
capstone program remains a priority and that appropriate resources are dedicated to support the student and Sponsoring 
Organization staff involved with the program.  This staff member may be the student’s primary mentor, or someone else designated 
by the Sponsoring Organization. 


The Sponsoring Organization will work with the OHSU Internship Coordinator and the student to ensure OHSU’s Affiliation 
Agreement and all necessary Sponsor required paperwork/screenings are completed at least two weeks prior to the end of quarter 
preceding the capstone.   


The Sponsoring Organization will submit descriptions of possible projects to the OHSU Internship Coordinator to facilitate student 
matches based on interest, experience, and education requirements.   


OHSU Faculty Advisor.   
 
The Faculty Advisor will oversee the program to ensure the educational relevance and quality of the capstone content, approve 
project idea by the 3rd week, approve each student’s Project Plan at least two weeks  prior to the start of the capstone, monitor the 
student’s progress, and communicate with each student on an as needed basis.  The Faculty Advisor will consult with the Sponsoring 
Organization and the OHSU Internship Coordinator on suitable projects for students, facilitate the development of new 
opportunities, grade the student capstone summary report, determine class grade, and ensure overall adherence with program 
requirements.   He/she will serve as the academic advisor for students in the Sponsoring Organization’s capstone to receive course 
credit and address any issues that may arise with student progress during the capstone. 
 
 
 
OHSU Internship Coordinator.   
 
The OHSU Internship Coordinator will work with the Sponsoring Organization to facilitate student applications and placement, 
review semi‐monthly capstone progress reports from student and sponsor sites, and keep the Faculty Advisor updated semi‐monthly 
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on the students’ progress.  They will also meet or have a phone conversation at least once with the student on a predetermined date 
outlined in the Course Contract, and may make periodic Sponsoring Organization site visits.  The OHSU Internship Coordinator will 
maintain a database with descriptions of current project opportunities at the Sponsoring Organization.  This person will 
communicate with the Sponsoring Organization and the OHSU Faculty Advisor about student needs, progress, and project 
opportunities for additional students. The Internship Coordinator will schedule advisor appointments with the student as needed 
and work with OHSU and the Sponsoring Organization to establish the necessary Affiliation Agreement.  If there will be patient care 
as part of the capstone, the Internship Coordinator will work with the student and OHSU to develop an Off Campus Authorization 
(OCA). 


Additional Required Resources that may be necessary from Sponsoring Organizations 
 
Physical workspace. 
 
Depending on the project, the Sponsoring Organization may provide the student with a computer workstation, office supplies, or 
appropriate administrative support to facilitate the student’s work. 
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Student	OHSU	Master’s/	Capstone	Interest	Form	


Interest Form should be typed and turned in to the OHSU Internship Coordinator by the 
end of the 2nd week of the quarter before the desired capstone. 


 


Student Name:            Today’s Date:   


Date of Matriculation:   
Email:                Phone:  
Student Location (City, State):   
 
Organization with which you desire to work: 


□ Your own (Please list)  
□ One of our Affiliated Sites (Please list)  


Quarter to begin Capstone: 


□ Fall 
□ Winter 


□ Spring 
□ Summer 


 
ONC Job Role (select one): 


□ Clinician / Public Health Leader 
□ Health Information Management and Exchange Specialist  
□ Health information Privacy and Security Specialist 
□ Research and Development Scientist  
□ Health IT Sub‐specialist 
□ Programmer and Software Engineer 


 
 Area(s) of interest for capstone:  


 
 


Specific activities/tasks that interest you:  
 
 
Background experience: 
 


 
 


  CV (curriculum vitae) or résumé attached: 
□  
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Student	OHSU	Master’s/Capstone	Course	Contract		
Course Contract ‐ should be typed, signed on page 2, and turned in to the OHSU 
Internship Coordinator no later than the midterm of the quarter prior to when the 
capstone work will begin.  Attach Project Plan draft behind this contract.   
     
Student Name:                 Today’s Date:  


Date of Matriculation:   
Email:                Phone:   
Student Location (City, State):   
 


Sponsoring Organization Name:        


Duration of Capstone (Start & End Dates):             


Name, Title, and contact information of Sponsoring Organization mentor: 


 
 
OHSU Faculty Advisor  


Scheduled date and time of meeting(s)/phone conversation(s) with OHSU Internship Coordinator:  
 
 
Project Plan Draft attached: 


Project Plan Draft submitted 3 weeks prior to start of Capstone  
Project Plan Final Version Approved by Advisor 


 


Project Plan: Please address the following in 2‐3 double spaced pages, attached: 
 Overall description of planned involvement  


 Specific objectives to be accomplished 


 List of activities required of student (indicate deadline after each item) 


 Deliverables (a training manual, research summary, etc.) and metrics for assessment 


 Description of how your education, experience, and interests align with the proposed project 


 Description of how the proposed project relates to your job role 


 Frequency of Meetings with Sponsoring Organization mentor 


 Frequency of other meetings with other Sponsoring Organization staff (if applicable) 


 Any additional requirements the Sponsoring Organization or faculty advisor may have for the 
student   







 	 	
	 Department	of	Medical	Informatics	
	 and	Clinical	Epidemiology 	
	


 
Student OHSU Internship Contract – Part II  Page 2 of 1    11/11/2010 
 


The student agrees to the following requirements for the capstone.  Please check each box to 
acknowledge awareness of the requirements:   


I will meet with the Sponsoring Organization on the frequencies listed in the project plan, and 
I will meet with the OHSU Internship Coordinator on the predetermined dates listed on page 1 
of this contract.        


  I will submit semi‐monthly reports on my capstone progress to the OHSU Internship 
Coordinator, with the first due on the 2nd Friday of the quarter during which the capstone begins 
and continuing every two weeks after that. 


 I will write a 10‐15 page report to be submitted to the OHSU Faculty Advisor and the 
Capstone Coordinator no later than one week prior to the end of the quarter of my capstone. 


 I will attend three on campus classes as determined by the course instructor. 


 I will complete a 20 minute presentation of my Capstone at the culmination of Capstone. 


Paperwork required to initiate the Capstone: 


Affiliation Agreement 
Off Campus Authorization (if needed) 
 All Sponsor required paperwork  
Other  


 


Your signature below indicates that you have read and agree to abide by all of the processes and role 
responsibilities as outlined in the OHSU Capstone  


Student Signature  Date_______________  


Sponsoring Organization Signature  Date_______________ 


  Name  


  Title  


  E‐Mail Address   


Faculty Advisor Signature  Date_______________ 


OHSU Internship Coordinator Signature  Date_______________ 





