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Start Building Rigor  
and Excellence Now

Congratulations on taking the steps you need to secure your clinical and get started in your 
degree program at the George Washington University. 

Securing your clinical now is one of the greatest challenges you’ll face in earning your 
degree. It’s also the biggest insurance policy. Inability to complete a practicum is a leading 
reason that students don’t finish their degrees. At the George Washington University, we 
care about your success. By having you take this step now, the likelihood you graduate and 
can advance your career is much greater. 

100% of students who enter Phase II of the MLS program graduate, and greater than 95% of 
graduates are employed in the field within three months of program completion.

It will take patience, persistence and organization, but we already know you have those 
qualities. By setting reasonable expectations, staying organized and following the steps in 
this Guide, you’re well on your way securing your clinical and a spot in the program of your 
choice at the George Washington University.

To your success,

Justin Riley
Director of Online Admissions

P.S. You may find some of the steps in the process below a bit rudimentary as they’re broken 
out. But just like in the lab, listing very simple, obvious steps in the process makes all the 
difference in the outcomes. So, do the prep work, follow the scripts and use the Call Log — 
you’re on your way to your degree! 
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Get Ready!
Become familiar with the visual queues and get organized.

Use This Key to Guide Your Steps

You’re ready for this step. Pause to review information 
for the next step.

Complete the task 
before moving on. 

Important tips to make 
the process smoother.

Time it will take to complete the task.
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Take Five and Get Organized 
Keeping your materials and the details of your communication organized is key to a smooth 
process and will save you countless hours searching for materials, directions or the history of 
a conversation. 

1. Save the attachments sent for your Secure Your Clinical Kit to a folder on your computer.

2. Create an email folder for all communication regarding securing your clinical. Many
students even create subfolders for their advisor and for each location they contact. This
helps them easily reference the numerous conversations they’re having.

Complete the tasks above now, then move ahead in the Guide.

5 mins.
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Set Realistic Expectations 
Securing a clinical is a bit like finding a job — it’s important to you, but you are not yet 
important to the person you’ll be working for. 

Things to Expect:

• Legwork that includes multiple phone calls and in-person visits

• To follow up repeatedly

• To be met with a bit of confusion

But don’t worry! That’s why we created the Guide. It gives you tips and scripts to use for 
making calls, answering questions and sending emails, and we provide a Call Log to keep 
you organized. 

It’s normal to be frustrated and wonder why people aren’t jumping through hoops to secure 
your services. But remember, perseverance, patience and professionalism are key for you to 
maintain throughout this process. 

Open your Call Log and read through the rest of this Guide at least once without stopping. This 
will give you an idea of how the two work together and how much time tasks will take so you can 

plan accordingly.

Get Set!
Know how to stay consistent, organized and calm throughout 
many points of communication with many locations.

30 mins.
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Remember to Follow the Process Every Time, for Every Contact 
Eventually, each location you’re connecting with will be at a different step in the process. It’s 
critical you keep communication straight, send all the information needed and involve all the 
right people at the right time. Before replying to an email or returning a call:

1. Reference your Call Log to see what needs to happen next.

2. Review the Guide for instructions, scripts and tips for that step before taking it.

Go! 

60 mins.
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Step 1 is the easiest to accomplish. You don’t need to talk to anyone or work within business 
hours to complete it, which means you can start right now! You’re simply going to finish 
putting your call list together for the locations where you may want to complete your clinical. 

Many students complete this step within 48 hours of receiving the Guide and Call Log. 
Remember, the competition for clinical spots is great, so it’s best to start as soon as you can.  

1. Open your Call Log

2. Open Google.com and search the term: laboratories near me.
Note, searching for “labs near me” may result in you getting a dog.

3. Look over the search result lists and copy the contact information provided for 15 

laboratories into 15 individual Call Log files. 
• Start with labs located within mid- or large-sized hospitals and medical centers. 
Other good options are diagnostic laboratories such as LabCorp, Quest Diagnostics, 
MedFusion, ARUP Labs, etc.

4. Visit the “About” page for each one of the laboratory’s websites. In the “What’s 
Interesting” column of the log in Step 1, jot down notes regarding what you like about 
each location. You’ll reference these points when you talk to the manager regarding 
why you’d like to complete your clinical at their location, just like you would in a job 
interview.

If the lab doesn’t have an “About” page, go back to Google search and ask for reviews for the 
lab or what the lab is known for. You can also look at the company page on LinkedIn or read 
reviews on Glassdoor.

Log all information for all 15 locations before moving on in the Guide

Step 1: 
Find Locations
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Step 2, Finding the Right Contact Person, is the reason this guide was created — to help you 
navigate the conversations that result in you completing a clinical. Take the time to prepare for 

this critical step now. 

Prepare for Step 2 
With 3 Easy Tasks.

Surprisingly, when contacting someone you don’t know well, you shouldn’t ask them how their 
day is when they answer the phone. It can come across as insincere and make them suspicious 
of your intentions. 

Unless you’ve actually made a mistake, don’t apologize. It’s very common to do this 
when others express confusion.

Use These Conversational Tips from Professionals
The scripts included in this Guide were created to help eliminate confusion and get you 
quick results. It can feel awkward to read from a script, and it’s important you sound calm and 
natural when making a call. That’s why we put together a few tips for you to practice first.

1. Sit or stand when you make calls. It improves voice quality.

2. Take a breath, then smile as you exhale and say, “hello.” Keep smiling as you
speak! It makes you sound and feel friendly and can help calm your nerves.

3. Work consciously to speak at a normal rate. It may feel particularly slow to you,
especially because it’s natural to speak faster when you’re nervous.

4. Keep your communication on point. Use the scripts provided and improvise as
needed.

5. Use the name of the person you’re talking to. Once you have a name, use it
during the conversation. Particularly when greeting them, thanking them and saying
goodbye.

6. Only make or take calls when you can be calm and free of distractions. Have your
Guide and Call Log open.
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Before you start making calls, practice the scripts for step two using the conversational tips 
above. Practice them outloud. We know, it feels silly. But it’s the only way to focus on those 
important conversational elements. Practice alone, with your family, the dog or a coworker or 
friend, but run through each of them a few times. 

Remember:

Smile | Speak Slowly | Be Concise | No Distractions

Practice the Scripts

60 mins.

If you feel out of breath when you’re speaking, you’re going too fast. If there is a word tripping 
you up when you read, change it. The important thing is to communicate the key information 
concisely. 
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Read the CSV Form 
and Brochure

If you haven’t already read the CSV form or the brochure included with your kit, do that now. 
Your contact may have some basic questions regarding them, so you’ll want to be familiar 
with what those materials entail. 

Please note, the CSV form is provided in the PDF format for your convenience to review and 
reference when speaking with a contact. It is not the file format you will send to your 
contact to complete. The digital link and script for that are provided in Step 4. 

15 mins.
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Step 2: Find the Right Contact 
Person and Set Up an Appointment

As you’ll see by reading through the scripts on the following pages, this step is the most time-
intensive part of this process. To be clear, the majority of this time is due to getting someone 
you don’t know to do something for you that may be outside of their daily responsibilities. 

Make the Calls
1. Pick a quiet time when you can be free from distractions to make a call.

2. Open your Call Log and review your notes to see which script you need.

3. In the Guide, review the script you need and practice it out loud one more time.

4. Proceed through as many scripts as you can until you’re put into someone’s VM, have
an answer, an appointment, or permission to send them information.

5. If you leave a VM, make sure to send the follow-up email.

6. Log the results of each conversation you have in the Call Log during the call (initially,
you may be transferred more than once).

Realize it’s unlikely you’ll be able to talk to the person you need right away. Get through 
as many scripts as you can in a single call and keep careful notes in the Call Log to make 
following up easier. 

Varies

Call and email the appropriate follow-up every 2-3 business days until you’ve reached the right 
contact person AND get one of these results:

• You determine a clinical is not possible
• You have set a meeting date
• They agree to receive the CSV file and brochure electronically

Once one of these results is reached, proceed to Step 3: Inform Your Advisor of Next Steps.
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Conversational Scripts for Step 2
Use these scripts to get to the right person, talk with them about the 
opportunity and follow up. 

Conversation Script 1: Making the Initial Call
Purpose: To get the contact name and number of the decision maker who establishes clinical 
services. 

When to use: 

• Your first time contacting a lab

• If your initial contact couldn’t help you and you’ve started over to find the person who
can

Receptionist: Hello, this is XYZ Lab, how can I help you?

Me: Hi, my name is ______, and I’d like to talk to the person responsible for 
setting up student clinicals in your lab. Can you tell me who that might 
be?

YES

   Receptionist: I believe that would be ______, our {title given}. Can I transfer you?

Me: That would be great! Before you do, would you also be able to share their 
email address?

Remember to be prepared to leave a voicemail. Voicemail scripts are on pages ___ -___ 
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 IF THERE’S HESITATION/STALLING/CONFUSION

Receptionist: I’m not sure, what’s this regarding?

Me: My name is (Give first and last name). I’m looking to start the [degree 
name] program at the George Washington University and need to 
secure a clinical. I’m wondering about the opportunities to do that with 
[name of lab you’re speaking with].

Receptionist: Hmmm, ohhh, I’m not sure we do that or who that would be.

Me: That’s okay. Do you have an education coordinator there, or maybe the 
lab manager/director?

If an automated recording answers, listen for the best option (Clinical Department, Lab 
Manager, Education Coordinator), or select the operator. 

If you transfer to the operator, use Conversation Script 1 above. If you select an individual, 
start with Conversation Script 2 below. You may need to leave the appropriate voicemail for 
these options.

At the end of your call or voicemail, you should have a name and possibly an email address. Record 
this information into the Call Log. Review what step would come next and complete it now. 

5 mins.

Conversational Scripts for Step 2
continued
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Conversation Script 2:  
Talking to the Person You Think Can Help You Secure a Clinical
Purpose: Set an appointment to meet and talk about your placement at their lab or agree to 
review the CSV file and return it to you.

When to use:

• Anytime you’ve been connected to the person you were told handles clinical
placements

• When you select a person/title from an automated answering option

• When a person you left a message for, but never spoke to, calls you back to talk about
the opportunity

Person:  This is [name].

Me: Hi [name!] My name is {________.} I’m looking to start the [__________] 
program at the George Washington University in the [season of year. Ex 
fall of 2020], which leads to the [____] Certification. I need to secure a 
clinical. I’m wondering about the opportunities to do that at 
[___________]. Are you the person I should be speaking with?

NO

Me: Oh, thank you for letting me know! (You’re back in Conversation 1) 
ex. Can you tell me who that might be?

It’s normal to repeat this script a few times and to revert back to Conversation Script 1.

Conversational Scripts for Step 2
continued
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YES

Person: Yes! How can I help you?

Me: That’s great! Would it be best to set an appointment with you to talk 
about this?

     YES!

Me: Wonderful! What days and times are best for you?

     UNSURE/NO/I’M BUSY

Me: Okay. I definitely want to honor your time; I know you’re busy. What can I 
tell you right now that would help you?

Listen to their response and be sure to answer all their questions concisely. Most likely, 
they’ll want to know a bit more about you, the program, the school, the certification you’re 
seeking and then maybe more about the requirements. When you get to requirements, it’s 
time to ask again how they’d like to discuss the opportunity. 

Your introduction may sound something like this:

I’m currently working as a [your title] at [your employer]. I want to earn 
[name your program] so I can earn the [name the certification/s you earn 
as a result] and [state a career goal you want as a result]. 

The George Washington requires students to secure a clinical site before 
applying to their program. It increases the graduation and employment 
success rates of their students. 

As a example, 100% of students who reach the clinical portion of the 
Medical Laboratory Science program graduate. And more than 95% are 
employed in the field within 3 months of graduation. You can see why I’m 
excited to take part of their program! 

I’m looking to start the program this [list term], which means I’d be 
available for clinical hours [list term/year]. Does this help?

Conversational Scripts for Step 2
continued
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          YES!

Me: Great! To move forward, I just need to have a clinical site verification form 
filled out which tells my advisor what rotations could be completed there. 
What do you need from me? Did you want to go over more details in 
person?  

HESITATION/STALLING/CONFUSION

Person: Huh? Wait, what? 

 (Feel free to chuckle, be human! Then slowly rephrase with all the relevant info.)

Me: I realize I may have caught you off guard. My name is [_____]. I need to 
secure a clinical as a part of the (program name) at George Washington 
University. It leads to the [__] Certification. I’m wondering about the 
opportunities to do that at [___________].  I really liked that your lab (insert 
a few tidbits from the Why You’re Interested section of the Call Log). I’m 
wondering if you’d like to meet to discuss this a bit further.

NO/STALLING

Person: I’m not sure, is there information you can send me first? We’re really busy. 
I don’t have a lot of time for meetings.

Me: I can absolutely send you information! Do you have a quick minute first 
for me to tell you a bit about myself and the program?

          NO

Me: Okay, I’ll include that information in the email as well. May I have your 
email address?

 (repeat it back to them slowly. Use their name and thank them for their time.)

Conversational Scripts for Step 2
continued
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          YES 

 Use the introduction from above. Then add:  
To move forward, I just need to have a clinical site verification form filled 
out which tells my advisor what rotations could be completed there. Did 
you want me to send this along, or do you think you’d like to meet in 
person?  

Person: We already work with (lists names of schools).

Me: That’s great! Are you the person who handles those agreements?

NO

Me: (You’re back in Conversation 1) Can you tell me who that might be?

YES

Me: That’s great! Are you open to adding another school to the list of those 
you work with?

     NO 

Me: Okay, thank you so very much for your time.

If you receive one of the following answers, get ready to possibly use VM Script 1 from the 
following page.

Conversational Scripts for Step 2
continued
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     YES, OR, I DON’T KNOW

Me: I understand it’s great to work with a school who understands your 
process — it seems seamless. The George Washington University has 
top-rated, NACLS-accredited programs and a professional process for 
managing clinical placements. I can send you information, but it may be 
quicker and easier if we talked in person for 30 minutes. Which is best for 
you? 

Person: We don’t currently have clinical students.

Me: That’s okay. Have you had them in the past?

NO

Me: Are you the person who would handle that decision?

     NO

Me: (you’re back to Conversation 1)  Can you tell me who is?  

YES

Me: That’s great! Would you consider having them again? 

     NO

Me: Okay. Thank you for letting me know. By the way, would you mind if I 
asked why? Just for my own notes for my admissions manager?

     YES

Me: Wonderful! I’m interested in completing a clinical there because [refer 
to your notes of interest from the call log]. Would you like to meet in the 
next week to talk about this further?

Conversational Scripts for Step 2
continued
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Person: (Has many detailed questions they want to be answered first)

Me: (answer what you can, first. Then): As for the rest of the questions, I 
think the best person for you to talk to would be our Clinical Placement 
Specialist. Her name is Breanna Atlee. Would it be okay if I had her reach 
out to you directly?

At the end of Conversation Script 2, you should know whether this site is a viable location and 
whether you are discussing the opportunity further in person or via email. If you’re moving 

forward, go to Step 3: Get the Right Contact Info to Your Advisor.

5 mins.

Conversational Scripts for Step 2
continued
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Conversational Scripts for Step 2
continued

Conversation Script 3:  
You Sent the CSV Form, But It Hasn’t Been Returned

Purpose: To receive the file back and determine if there is something else that may be 
holding it up.

When to use: If your contact has agreed to fill out the CSV form and has confirmed they 
have it, but you haven’t gotten it back yet, and you’ve followed up several times. 

You may be frustrated and wondering if you even want to work for them. Remember, 
patience is key. You’re still not yet important to them. And they are likely very busy. 

Me: Hi [_____], It’s (first and last name). I sent over the CSV form on (date) 
but haven’t received it back. I’m wondering if there was a glitch with the 
digital link or if you haven’t gotten to it yet?

THEY SENT IT, GLITCH

Me: Oh, I’m sorry to hear that and for the extra work. If you have a moment 
right now, could you possibly resend? That way I can confirm receipt or 
have information to troubleshoot with. I apologize for the urgency, but 
without this form, I can’t apply to the program.

THEY HAVE TIME

Me: That’s great, thank you so much, (use their name)! Can I please confirm 
you’re sending it to (repeat your email address s-l-o-w-l-y).
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THEY HAVEN’T GOTTEN TO IT YET, OR THEY CAN’T RESEND IT NOW

Me: I completely understand. Do you know when I might expect it, and I can 
follow up then? I apologize for the urgency, but without this form, I can’t 
officially apply to the program. Just so you know, the form is quick to 
complete and you can fill it out right from the link. May I confirm you’re 
sending it to (repeat your email address s-l-o-w-l-y).

THEY LOOKED AT IT, BUT HAD QUESTIONS

Me: Got it! What can I answer for you? What concerns did you have?

Note: If you don’t know all of the answers, don’t worry. Comment on what you can and let 
them know you’ll follow up. Reach out to your advisor immediately and then get back to 
your contact.  

Conversational Scripts for Step 2
continued
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Voicemail and Email Scripts for Step 2
Use these to receive confirmation of information: the person you’re trying to 
reach is the correct one, or the correct person has the materials you’ve sent.  
This is generally not the way to ask for an appointment.

VM Script 1: You’ve Been Transferred to a Person, 
But They Didn’t Answer. 

Me: Hi ______, my name is (first and last name). I’m looking to start the 
[degree name] program at the George Washington University in the 
[season of year. Ex fall of 2020]. It leads to the _____ Certification. 

I need to secure a clinical, and I’m wondering about the opportunities to 
do that with [name of lab you’re speaking with]. 

I’ve been told you’re the person to speak with. Can you please let me 
know at your earliest convenience if this is correct? 

I can be reached at (000) xxx-xxxx or by email at (leave your email 
address. Speak. Even. Slower.). Thank you in advance for your time and 
assistance. Have a great day! 

Remember to speak S-L-O-W-L-Y when you are leaving this message. 

Send the following email before moving on to your next call. Be sure to record your activity in your 
Call Log as you complete tasks. 

5 mins.
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Email Script 1
Notes: Attach the Brochure from the Secure Your Clinical Kit. 

Subject Line: Is there a clinical opportunity there?

[first name], hello.

I’m looking to start the [degree name] program at the George Washington University in 
the [season of year. Ex fall of 2020] which leads to the [____] Certification. I need to 
secure a clinical, and I’m wondering about the opportunities to do that with [name of 
lab you’re speaking with]. I really liked that your lab (insert a few tidbits from the why 
you’re interested section of the Call Log).

I’ve been told you’re the person to speak with. Can you please reply to this email to let 
me know if this is correct? I can also be reached at (000) xxx-xxxx if you’d like to speak 
directly.

I’ve attached a brief brochure about clinical programs at George Washington University 
to answer any preliminary questions you may have. Thank you in advance for your time 
and assistance.

Sincerely,

(your name)

(000) xxx-xxxx

Voicemail and Email Scripts for Step 2
continued
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VM Script 2: You Haven’t Heard if the Person You 
Contacted is the One You Need 

Purpose: Find out if your contact is the correct one. 

When to use: Every 72 business hours for 2 weeks 

If you still don’t have a reply, call the last person you spoke with. Let them know you’ve been 
trying to reach (name of person) but haven’t been able to connect. Ask if there is someone 
else you might connect with regarding clinical opportunities. 

Me: Hi [____], this is [____]. I’m looking to secure a clinical at your site and was 
told you’re the person to speak to. I’m wondering if that is correct? Can 
you please let me know by phone or email? I can be reached at (xxx) 
xxx-xxxx or by email at (leave your email address. Speak. Even. Slower.).
Thank you in advance for your time and assistance. Have a great day!

Variations: Include the school or the program name, offer the reminder that you’re a student 
looking for a clinical for the [x Certification]. Vary it just a little bit each time you leave a 
message, but at the very least, include the basic info in the script.

It’s likely you’re going to leave this message a few times, so it’s okay to vary it a bit. If this is the 
third or sixth time you’ve left the message, it’s common to be frustrated. Remember, smile into 
the phone as you speak.  Be polite. Be professional. Speak slowly. 

Voicemail and Email Scripts for Step 2
continued

Send the following email before moving on to your next call. Be sure to record your activity in your 
Call Log as you complete tasks. 

5 mins.
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Email Script 2

Subject line: Clinicals: A Quick Reply is Requested

Hi [_____],

I’m looking to secure a clinical at your site, and I’ve been told you’re the person to 
speak with. Can you please reply to this email to let me know if this is correct? I can also 
be reached at (000) xxx-xxxx if you’d prefer to chat.

Sincerely,

(your name) 
(000) xxx-xxxx

Voicemail and Email Scripts for Step 2
continued
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Email and VM Script 3: Get the CSV File Returned to You 
Purpose: To have the CSV form returned to you. 

When to use: If your contact has agreed to fill out the CSV form and has confirmed they have 
it, but you haven’t gotten it back yet. 

You may be frustrated and wondering if you even want to work for them. Remember, patience 
is key. You’re still not yet important to them. And they are likely very busy. 

Me: Hi [_____], 

It’s (first and last name). I sent over the George Washington University’s 
CSV form on (date) but haven’t received it back. I’m wondering if there 
was a glitch with the digital signature or if you haven’t gotten to it yet? If 
you could just please let me know by email or phone, I’d appreciate it so 
very much. 

I apologize for the urgency, but without this form, I can’t officially apply 
to the program. I’m really looking forward to obtaining my (name of 
Certification) and to the possibility of working with you. I hope to hear 
back from you shortly! 

 If email, use subject line: A Quick Reply is Requested              

Voicemail and Email Scripts for Step 2
continued
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When you’ve reached the person in charge of making clinical personnel decisions and have 
either set an appointment to meet with them, or gotten them to agree to look at the CSV form 

through email, update the call log with all relevant contact information.

Send an email to your Admissions Representative with your contact's info and advise 
them of what your next steps are. You can reach them at online@gwu.edu or 

202-466-3791.

If you have an in-person meeting with the manager, you’ll get a timely email from your 
advisor to help you prepare.

Step 3: Inform Your Advisor 
of Next Steps

5 mins.
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Whether you have an in-person meeting, or your contact agrees to review the CSV form and 
sign it digitally to move forward, you can use the email and digital link. If you’re meeting in 
person, you won’t send this until the end of your meeting, and you can wait while they open 

and fill it out to make sure it comes back to you.

Step 4: Secure the CSV Form

5 mins.

1. Send the following email script to your location’s contact and CC your advisor.

Subject line: Please complete the clinical form for the George Washington 
University _____, hello. 

Thank you again for agreeing to fill out the George Washington University’s 
Clinical Site Verification form. I look forward to the opportunity to work together.  

I want to offer a quick reminder here that this form is NOT a legally binding 
document. 

At this point, we’re simply verifying what clinical rotations could be completed at 
[name of lab]. 

Please click the (Delete the link you do not need!) Standard CSV Link or the 
Molecular Diagnostics CSV link and fill it out. When you save and hit submit, it will 
return to me.  

If you have questions or concerns, please reach out! Do you think it’s reasonable 
that I may expect this in 48 hours?  

Warm regards, 
[your name] 
[000-000-0000]

2. Log the details into your Call Log.

3. Follow up every 3-4 business days with your contact’s preferred method of
communication using the scripts in this guide until you’ve received a signed CSV.
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When the CSV Form is Returned to You
Check pg. 2 to see if an affiliate agreement is needed. If so, email Breanna Atlee, Clinical 
Placement Specialist at batlee2@gwu.edu and she will handle the details.

If this is the last item needed in your file, please submit your application and pay the 
application fee so the clinical coordinators can review your CSV form for approval. 

Congratulations on securing the CSV form! This truly is the most challenging part of the 
application process, and you’re one step closer to achieving an admissions decision.

022320
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