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Supervised

Domestic

Field Experience

Application, Agreements and Plan
Portions of this document must be completed in MS Word
 and printed for appropriate signatures
Students who register for Supervised Field Experience (PHC 6945) are required to attend that semester’s Field Experience Orientation and the Debriefing.

See the Reference Guide for the semester in which you are enrolled

for specific dates, times and locations.

For more information contact:

Natalie D. Preston-Washington, MPA ▪ Manager, Career Development and Field Placement

(813) 974-7714 ▪ npreston@health.usf.edu
Michelle Hodge, MPH Coordinator, Field Placement (online students)

(813) 974-6665 ▪ mhodge1@health.usf.edu
College of Public Health ▪ University of South Florida

13201 Bruce B. Downs Blvd, MDC 56 ▪ Tampa, FL 33612-3805

 (813) 974-8121 (fax) ▪ http://health.usf.edu/publichealth/academicaffairs/fe/
Field Experience Instructions For Students

You can help to successfully arrange for your Field Experience placement by carefully following the steps listed below.  If you are participating in an international field experience, please use the international guidelines and materials posted at http://health.usf.edu/publichealth/academicaffairs/fe/.
One semester before your field experience
1. Meet with your faculty advisor during the semester prior to placement to receive permission to begin the process and to determine the type of placement of interest to you. Be prepared to discuss your career goals, areas of interest, professional strengths and weaknesses, skills you wish to develop, preference for organization or agency, geographical location, educational needs and review your resume.

2. Review the field experience opportunities that are e-mailed to the student listserv and posted in the COPH student lounge.

3. Review the list of previous field experience sites (http://publichealth.usf.edu/academicaffairs/fe/pdf/Former%20Sites.pdf).  Narrow your selection of preferred sites and then contact the field experience manager for more information on your choices.  

4. Make a final site selection, submit a letter of interest and resume, and request an interview with the site supervisor.  Be sure to identify projects that you would like to work on at that particular site in your letter of interest.

5. Review the Association of Schools of Public Health Core Competencies for MPH students (http://www.asph.org/userfiles/WordFormat-         DomainsandCompetenciesOnly.doc). Incorporate as many interdisciplinary and discipline-specific competencies into your field experience as possible. 
6. Take your resume and writing/work samples to the interview. Use this time to determine the scope of potential field experiences and activities available at the site. Discuss goals, objectives, possible projects and outcomes. 

7. Once the interview is complete, notify the field experience manager or your faculty advisor as to the outcome. If the field experience does not materialize, be prepared to discuss alternate sites and begin the process again.
8. Attend the field experience orientation one semester prior to the semester in which you plan to enroll. Distance learning students are exempt, but should make other arrangements to secure the information.
2-3 months before your field experience

9. Once you are accepted by the field site and the placement seems satisfactory, then develop a Field Experience Plan in consultation with your site supervisor and faculty advisor.

10. Complete the Supervised Field Experience Application and Agreement and the Roles and Responsibilities forms. Sign both forms and get original signatures from your faculty advisor and your site supervisor. 

11. The faculty advisor determines the number of credit hours based on his/her knowledge of your prior academic and professional background in public health, as well as the College and Department guidelines for field experience. 

12. Submit the completed and signed Supervised Field Experience Application and Agreement and the Roles and Responsibilities forms with original signatures, along with a current resume and Field Experience Plan to the field experience manager.  Also, submit a copy of the Field Experience Plan to the faculty advisor and site supervisor.
13. Complete the COPH Registration Worksheet (http://publichealth.usf.edu/forms.html) for the field experience class.  It must be approved and signed by the faculty advisor. 

14. Submit the completed and signed COPH Registration Worksheet to academic affairs.  The field experience manager will submit a copy of the Supervised Field Experience Application and Agreement form on your behalf.  Academic affairs will issue a permit for registration within 24 business hours.

15. Go to OASIS on the USF website (http://usfonline.admin.usf.edu/) to complete your registration. Because the field experience has variable credit hours (from 1 to 12), the number of credit hours on OASIS must match the number of credit hours on your Supervised Field Experience Application and Agreement form. When registering for a variable credit course, consult registration experts in academic affairs about changing the number of credits.

During your field experience

16. The Field Placement Office must be advised of any change that might impact the field experience, including: change of address/telephone number, site supervisor, location, key assignments, etc.
17. Submit two reflective reports to the field experience manager and faculty advisor.  See the Field Experience Reports Packet for more details.  Failure to submit reports in a timely manner will affect your grade.

18. The supervisor at the agency with which you are affiliated has primary supervision during the field experience.  Periodic contact by your faculty advisor and the field experience manager will likely occur along with a possible site visit.  The student is encouraged to assist with scheduling the site visit.
19. Maintain a time log documenting field experience activities and submit it to the field experience manager at the conclusion of the semester.  The time log must be signed by the site supervisor.
At the conclusion of your field experience

20. Arrange for an exit interview with the site supervisor to discuss the overall experience. 

21. Participate in your department’s field experience debriefing at the end of the semester.  Distance learning students are exempt from attending the debriefing program, but must submit an FE summary or PowerPoint presentation.
22. It is the student’s responsibility to make sure that all of the final documentation—time log, evaluations, reports, debriefing—are submitted to the field experience manager.

23. After all requirements have been met, the faculty advisor will assign a final grade at the end of the semester. Failure to complete all requirements in a timely fashion jeopardizes your academic credit for the field experience.
Supervised Field Experience Application and Agreement

Portions of this document must be TYPED in MS Word, printed for appropriate signatures and returned to the Field Experience Manager before registering for Supervised Field Experience.
 An electronic permit will be issued within 24 hours allowing you to register in OASIS.  (1 Credit Hour = 45 Contact Hours).

Date:

     


Field Experience Credit Hours:
     
Name:  

     


Student ID #:        
Address:  
     


Telephone:  (     )     -     


     
USF E-mail: 
     


Term for FE:     FORMCHECKBOX 
 Fall      FORMCHECKBOX 
 Spring     FORMCHECKBOX 
    Summer  20     
Concentration:
     


Advisor(s):        (list both if a dual degree student)
Indicate which academic department(s) or program this FE counts toward
 FORMCHECKBOX 
 CFH    FORMCHECKBOX 
 EOH    FORMCHECKBOX 
 EPB    FORMCHECKBOX 
 GH    FORMCHECKBOX 
 HPM    FORMCHECKBOX 
 HPM (online)    FORMCHECKBOX 
 PHP    FORMCHECKBOX 
 Certificate Program      
Which degree are you earning?   FORMCHECKBOX 
 MHA    FORMCHECKBOX 
 MPH    FORMCHECKBOX 
 MSPH 

      (agency name) located in        (city, state) agrees to accept       (student name) as an intern during the       (term) 20        semester.  The student will earn       credit hour(s) by working for a minimum of        (1 credit hour = 45 contact hours) contact hours.  The field placement will begin on       and end on       .   The student will be under the direct agency supervision of       (site supervisor) who will assist the student in carrying out assigned duties and cooperate in evaluating the student’s performance.  The supervisor asserts that the field placement is not a part of the student’s regular employment responsibilities.
__________________________
  ___________
         
     
Student’s signature

Date
Print Name 

Telephone #
__________________________
  ___________
        
     
Faculty Advisor’s signature
Date
Print Name 

Telephone #
__________________________
  ___________
        
     
Faculty Advisor’s signature (if dual degree)
Date
Print Name 

Telephone #
__________________________
  ___________
        
     
Field Supervisor’s signature
Date
Print Name 

Telephone #
__________________________
  ___________
__________________
___________
FE Manager’s signature
Date
Print Name 

Telephone #
Site Selection Criteria
   All field placement sites must meet the following selection criteria:
· An organization or agency that provides planning or services relevant to public health
· Enables the student to further develop and apply specific skills or competencies learned in the academic program (e.g. assessment, program planning, evaluation, management, data analysis, policy development, etc.)

· Provides a supervisor who is willing and able to spend regularly scheduled time with the student and provide guidance. In addition, the site supervisor should consider herself/himself a public health practitioner
· Afford the student regular/daily contact with public health practitioners
· Exhibits a willingness to gradually increase student responsibility and independence over the duration of the field experience
· Provides support including a dedicated workspace, desk, phone, access to appropriate equipment

· A good match with the needs of the student and academic concentration
· Offers a uniquely valuable experience
· Willing to consider a stipend, salary, lodging and/or transportation 

Desirable Supervisor traits
· Approachable and provides feedback

· Interested in academic and career goals of student

· Gives assignments that balance administrative work with substantive tasks

· Monitors student activities through regular meetings

· Helps student meet goals as stated in Field Experience Plan

· Provides adequate resources and materials for student to be successful
· Shows appreciation for what the student accomplishes

· Gives student advice about his or her career path

· Tries to integrate student with the regular staff

· Views student mistakes as learning opportunities

· Introduces student to others who can help with his or her career

· Gives student the chance to learn new skills

· Allows student to take part in projects where he or she can be involved from beginning to end
· Provides student with a reference for his or her credential file or dossier
· Provides expertise in area of student interest
Roles and Responsibilities
Site Supervisor:

1. Aid student in developing the Field Experience Plan prior to the beginning of the placement
2. Review the Association of Schools of Public Health Core Competencies for MPH students (http://www.asph.org/userfiles/Version2.3.pdf, pgs. 12-24). Incorporate as many interdisciplinary and discipline-specific competencies into the field experience as possible. 

3. Provide work experiences that are academically challenging and worthy of graduate level credit

4. Explain the structure and function of the agency
5. Help student plan and execute specific projects/activities
6. Introduce the student to other affiliated colleagues and agencies
7. Invite student to professional meetings and encourage presentations at those meetings
8. Model professional work habits and attitudes
9. Record time student spends with the agency

10. Evaluate performance on forms provided
11. Refrain from discrimination on the basis of gender, race, color, age, national origin, religion, or disability

_______________________________________________










Field Supervisor’s Signature                                            Date

University Representatives: (Faculty Advisor(s) and Field Placement Manager)

1. Contact agencies to cultivate placements for interns
2. Consult with agency concerning selection, experience and progress of students working at the agency
3. Visit student on site during presentations, when feasible, and cooperate with agency supervisor in making recommendations
4. Monitor the academic progress of the FE, provide timely feedback to students, supervisor and manager and issue grade for FE
5. Keep individual student files for contracts, logs, timesheets and program plans

6. Conduct seminars for agency supervisors and students
__________________________________________










Faculty Advisor’s Signature


Date

__________________________________________










Faculty Advisor’s Signature (if dual degree) 

Date










____________________________________________________










FE Manager’s Signature


Date

Student:
1. Contact agency to confirm the placement
2. Determine objectives and goals and submit via the Field Experience Plan.
Discuss with agency supervisor during first meeting
3. Adhere to agency regulations
4. Maintain professionalism, confidentiality, and ethical standards
5. Keep a record of time spent at the agency or agency related activities. Keep a daily log of activities
6. Participate in professional and in-service activities at the site
7. Attend seminars at the College
8. Complete all required reports and assignments and share them with appropriate personnel
_______________________________________________

Student’s Signature



Date

Student Field Placement/Internship Agreement, 
Disclosure, and Certifications
This is a release.  Please read carefully and understand the details before signing.
Students must submit this completed form to the Field Placement Manager prior to registration.
I,      , am a student at the
USF College of Public Health and will undertake a field placement during the 
(select one)  FORMCHECKBOX 
 Fall    FORMCHECKBOX 
 Spring    FORMCHECKBOX 
 Summer  20       semester at the following location:

      (internship site) -        (city, state, country)
The University of South Florida Board of Trustees, a public body corporate through its College of Public Health does not control the way in which the work experience and the placement site is structured or operates.  In granting academic credit for this internship, the College affirms that, to the best of its judgment, the experience is an appropriate curricular option for students in a MPH program of study and worthy of college credit.  The college makes no other assurances, express or implied, about any travel and/or living arrangements the student has made.  The College of Public Health does not knowingly approve field placement opportunities that pose undue risks to their participants.  However, any field placement or travel carries with it potential hazards which are beyond the control of the college and its agents or employees, and I assume the responsibility of any and all such risk. By signing below, I indicate that I have read this “Student Field Placement/Internship Agreement, Disclosure, and Certifications” document and understand and agree to the following:

INSURANCE COVERAGE

I have sufficient health, accident, disability, and hospitalization insurance to cover me during my field placement.  I further understand that I am responsible for the costs of such insurance and for the expenses not covered by this insurance.  I recognize that neither the University of South Florida nor the College of Public Health (“College”) have an obligation to provide me with such insurance coverage. I understand that if I use my personal vehicle for the benefit of the organization/agency with whom I perform my field placement that USF/College have no liability for personal injury or property damage that may result from that use.  I agree to rely solely on my personal vehicle insurance coverage and on any insurance coverage provided by my Field Placement/Internship organization/agency.

SPONSOR RELATIONSHIP

I understand that the field placement work experience is not an offer of employment.  Rather the experience is for educational purposes with a set termination date.  I also understand that USF/College assume no liability for personal injury that I may suffer in the course of my field placement, and I agree to be responsible for ascertaining whether the organization/agency sponsoring my field placement provides workers compensation coverage for me.  I understand that the Sponsor is not required to provide monetary compensation for the time I spend at the Sponsor’s place of business during the field placement.  I agree to be responsible for ascertaining whether the Sponsor will or will not provide monetary compensation.  USF/College prohibits discrimination on the basis of gender, race, color, age, national origin, religion, or disability.  USF/College requires the Sponsor to affirm that the Sponsor also prohibits any and all such discrimination.

PERSONAL CONDUCT

I understand that the responsibilities and circumstances of an off-campus field placement require a certain standard of professional decorum that may differ from that of the College of Public Health, and I indicate my willingness to understand and conform to professional standards of the field placement site.  I further understand that it is important to the success of the present field placement and the continuance of future field placements that I observe standards of conduct that would not compromise USF/College in the eyes of the individuals and organizations with which it has dealings. I understand that I am responsible for my own actions and conduct while at the field placement site and any damage that I may cause is my sole responsibility.  I acknowledge the field placement manager’s responsibility for setting rules and interpreting conduct for this purpose.  I agree that should the college administration decide that I must be terminated from my field placement because of conduct that might bring the program into disrepute, or the field placement program into jeopardy, that decision will be final (subject to review by the Dean of the College and/or the Academic Policies Committee) and may result in loss of academic credit for the field placement.

GENERAL RELEASE

I understand that USF/College reserve the right to make cancellations, changes, or substitutions in cases of emergency or changed conditions or in the general interest of the field placement program.  I understand that the College’s field placement manager may take any action he/she considers to be warranted under the circumstances and/or to guard the integrity of the field placement program, including termination of the field placement experience.

I further expressly agree that the field placement site and my use of any facilities shall be undertaken by me at my sole risk and that USF/College shall not be liable for any and all claims, demands, injuries, damages, actions, or causes of actions, whatsoever to me or to my property arising out of or connected with the field placement and with the use of any and all services or facilities associated with the field placement, whether or not sponsored by USF/College.  I release, discharge, and covenant not to sue USF/College, its governing board, employees, or agents as to any and all liability that may arise out of any injury or harm to me, death, or property damage resulting from my participation in this field placement, excepting only liability due to the willful misconduct of the College.

I give the College permission to release my comments on field experience, the academic curriculum or other related information for the purpose of improving or promoting the Field Placement Program.
I also warrant that I have disclosed all relevant, pertinent information in written form to the Field Placement Manager that could affect my ability to successfully complete the Field Placement.

PRINT NAME:   

     
STUDENT’S SIGNATURE:    
_______________________________________________________________
DATE:     


_______________________________________________________________
 FIELD PLACEMENT INFORMATION
Attach your Field Supervisor’s business card to this form.
Student Information:

Name:        






# of Credit Hours:      
Term for FE: 

 FORMCHECKBOX 
 Fall  FORMCHECKBOX 
 Spring  FORMCHECKBOX 
 Summer  FORMCHECKBOX 
 20       
Department:      
Faculty Advisor(s): 
     
      (if dual degree)
Student Residence:
     
City, State , Zip:

     
Residence Phone:

(     )        -          


Fax:  (     )        -      
USF email address:

     
Degrees Earned:

     
Regular Employer:
     
Job Title:

     
City, State, Zip:

     

     

     
Work Phone:

(     )        -          Ext.      

Fax:  (     )        -      
Date of Birth: 

     




Gender:   FORMCHECKBOX 
  Male   FORMCHECKBOX 
  Female 

Ethnicity:

 FORMCHECKBOX 
  Caucasian
 FORMCHECKBOX 
  Black/African American 
 FORMCHECKBOX 
  Hispanic/Latino



 FORMCHECKBOX 
  Asian
 FORMCHECKBOX 
  Mexican American

 FORMCHECKBOX 
  Pacific Islander/Native Hawaii




 FORMCHECKBOX 
  Other/Undeclared      

 FORMCHECKBOX 
  American Indian/Alaska Native  



Emergency Contact Information:

Name:

     
Relationship to student:     
City, State , Zip:

     
Residence Phone:

(     )        -          


Fax:  (     )        -      
Email address: 

     
Field Experience Site Information:

Site Supervisor:

     


FE Organization:

     
Department/Program:
     

Job Title:

     
Academic Credentials:      
USF COPH  FORMCHECKBOX 
 Student?  FORMCHECKBOX 
 alumnus? If yes, grad yr/concentration     
Address:

     
City, State, Zip:

     
Phone:

(     )        -          Ext.      

Fax:  (     )        -      
email address:  

     
Is the FE Paid?   FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No
Is the FE in a Rural   FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No or Leadership   FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No setting?

Serve an Underserved population   FORMCHECKBOX 
  Yes  FORMCHECKBOX 
  No ?
Student Field Experience Plan

The student plan should be drafted on the following pages. 

If agreed upon by all, then the student, faculty advisor and site supervisor must sign the plan.
Field Experience Plan – Due with initial FE Application and Agreements
Field experience students are required to complete a Field Experience Plan in collaboration with their faculty advisor and site supervisor based on the criteria listed below. The plan includes an overall goal, public health learning objectives, specific strategies and activities for accomplishing those goals, timeline for completing goals, other considerations that may impact your field experience, and methods of evaluating goal accomplishment (the deliverables). Be sure to address the relevance of your field experience site and your specific responsibilities with regard to public health and your departmental concentration.
It is important that student objectives, strategies, and evaluation methods be realistic, appropriate, meaningful, and measurable. Objectives should take the form of statements that begin with action verbs and are specific, measurable, and time-limited.  Strategies should describe specific activities, projects, and/or tasks.  Details of the student plan are developed and agreed to jointly by the student, site supervisor, and academic advisor. It represents the heart of the three-way agreement that is integral to the field experience. 

The Field Experience Plan is your opportunity to declare what you want to learn, how you intend to pursue it, and how you will know when you’ve done it.  It is the site supervisor and academic advisor’s opportunity to document how they expect you to meet their expectations. It forms the basis for academic and work assignments from which you will learn.  The plan justifies granting academic credit for a field experience, so it should be academically challenging.  Revisions to the initial Field Experience Plan should be agreed upon by all parties—student, faculty advisor and FE supervisor—and submitted to the field experience manager as soon as possible.  Failure to have a student plan in place will jeopardize your academic credit for the field experience.

Organizational Background:  Include the website link for the organization/department where the field experience is located.  Provide an explanation of the clients that the organization/department serves and the professional/educational background of the people with whom you will work.
Learning Objectives:  State specific knowledge and/or skills to be learned through this experience.  Describe what you will learn, not what you will do during the course of the placement. Be specific and bold. Do you want to improve or develop skills, expand knowledge of a specific topic, apply or test a particular body of knowledge? Are you interested in validating a specific career interest and your own suitability for that career? Set specific goals focused on knowledge, skills and abilities; personal/professional development; and career exploration.  True objectives are SMART—specific, measurable, achievable, realistic/tangible and actually provide a time frame.  
Activities: Describe specific actions, processes, and work assignments that will allow you to achieve each objective.  Will you attend training sessions about the subject?  Will you perform specific tasks or accomplish a specific project related to one or more of them?  Will you read supplemental books, articles, and/or other materials that relate to them?  Will you do a general field and agency-specific analysis?  Do you plan to interview professionals in the field?

You are encouraged to review the Association of Schools of Public Health Core Competencies for MPH students (http://www.asph.org/userfiles/WordFormat-         DomainsandCompetenciesOnly.doc). Incorporate as many interdisciplinary and discipline-specific competencies into your field experience as possible. 

Interdisciplinary/Cross-cutting Definitions:

( Communication and Informatics
The ability to collect, manage and organize data to produce information and meaning that is exchanged by use of signs and symbols; to gather, process, and present information to different audiences in-person, through information technologies, or through media channels; and to strategically design the information and knowledge exchange process to achieve specific objectives.
( Diversity and Culture
The ability to interact with both diverse individuals and communities to produce or impact an intended public health outcome.
( Leadership

The ability to create and communicate a shared vision for a changing future; champion solutions to organizational and community challenges; and energize commitment to goals.
( Professionalism
The ability to demonstrate ethical choices, values and professional practices implicit in public health decisions; consider the effect of choices on community stewardship, equity, social justice and accountability; and to commit to personal and institutional development.
( Program Planning
The ability to plan for the design, development, implementation, and evaluation of strategies to improve individual and community health.
( Public Health Biology
Public health biology is the biological and molecular context of public health.
( Systems Thinking
The ability to recognize system level properties that result from dynamic interactions among human and social systems and how they affect the relationships among individuals, groups, organizations, communities, and environments.

Timeline: State the expected dates for involvement in and completion of the activities. Provide a temporal view of the entire lifetime of the project. Show when tasks will take place. This will be useful for tracking your progress: How does the actual progress compare with the planned schedule? Your timeline can graphically show how much of each task has been completed at a given time. Revisit the timeline as the project progresses and compare the planned and actual schedules.

Other Considerations: Note any additional information that is necessary for defining your field experience plan or expectations, roles and relationships of parties involved, final outcome, papers or projects.

Evaluation: State criteria by which you wish to be evaluated. This must be approved by all parties, and should be based on your stated learning objectives. Describe how your progress regarding each objective will be measured.  How will you know and show others that you have achieved your learning objectives?  Will you keep a journal?  Will you compile records of your activities or the outcomes of your activities throughout the field experience (e.g. reports on activities performed, summaries of statistics collected and analyzed, tests from training sessions, other people’s comments on your approach to work and/or your achievement of agreed upon objectives). Will the project you’re working on be implemented or incorporated in something larger?

Remember that your plan is just a guideline prepared to focus your work. If your field experience moves in a different direction it can still be valid but you must continue to follow the guidelines previously described.  You need to document the changes, reasons and results. A plan is not static, but an ever-changing tool that can be revisited and revised. If you are unsure about your progress, talk with your site supervisor, academic advisor or field placement manager. Everyone on your team shares a common goal to help you have a successful learning experience.
Student Field Experience Plan

Organizational background:
*If your FE site is the same as your job, make sure that you clearly articulate how you are doing something above and beyond your regular job responsibilities. Your FE should be a new, challenging experience. See http://health.usf.edu/publichealth/academicaffairs/fe/dfe/faq.html#placeofemployment for more information.

       
Overall goal for FE:

       
Learning Objective(s):
1.        

2.        

3.        

4.        

5.        

Activities that relate to the Learning Objectives listed above:

1.        

2.        

3.        

4.        

5.        

ASPH Interdisciplinary Competencies that your FE will address and what activities you will engage in to gain experience with them and support your learning objectives (http://www.asph.org/userfiles/WordFormat-         DomainsandCompetenciesOnly.doc):
1.        

2.        

3.        

4.        

5.        

6.        

7.        

8.        

ASPH Discipline-specific Competencies that your FE will address and what activities you will engage in to gain experience with them and support your learning objectives (http://www.asph.org/userfiles/WordFormat-         DomainsandCompetenciesOnly.doc):
1.        

2.        

3.        

4.        

5.        

6.        

7.        

8.        

Timeline for Field Experience (weekly, monthly, etc.):

       
Other considerations:

       
Method for evaluation:

       
__________________________
  ___________
        

Student’s signature

Date
Print Name 


__________________________
  ___________
        

Faculty Advisor’s signature
Date
Print Name 



__________________________
  ___________
        

Faculty Advisor’s signature (if dual degree)
Date
Print Name 


__________________________
  ___________
        

Field Supervisor’s signature
Date
Print Name 



Continue on another page if needed.

PAGE  
12

