
 

 

APPENDICES 
 

NOTE:  All forms must be typed.  Always keep a copy for your records.  Make relevant copies for your 

field instructor and the social work office.        

 

A.  Criteria for Agencies Supervising Students in Field Experience 

B.  Sample Cover Letter and Resume 

C.  Studentõs Agency Interview Choice Form 

D.  Studentõs Final Choice Form for Agency Experience 

E.  Beginning Contract 

F.  Field Instructor Information Form 

G-I/G -II.   Sample Learning Contract/Learning Contract 

H.  Instructions for Learning Contract Conference Preparation 

I.  Field Experience Supervisory Agenda 

J-I/J-II.  Guidelines for Junior/ Senior Field Experience Journals 

K-I.    Field Instructorõs First Semester Field Experience Evaluation of Student ð Jr. and Sr. Field  

K-II.    Studentõs First Semester Field Experience Evaluation of Student ð Jr. and Sr. Field 

L-I.    Field Instructor's Final Evaluation of Student in Junior Field Experience 

L-II.   Studentõs Final Evaluation of His/Her Junior Field Experience 

M-I.  Field Instructor's Final Evaluation of Student in Senior Field Experience 

M-II.   Studentõs Final Evaluation of His/Her Senior Field Experience 

N.  Student Evaluation of Field Experience 

O.  Field Experience Weekly Time Sheet 

P.  Field instructorõs Program Evaluation 

Q.  Affiliation Agreement 

R.  Sexual Harassment Incident Report Form 

S.  Field Experience Guide Sign-Off Sheet 

T.      Release of Information Form 



 

 

U.  Letter Samples 

V.      Field Directorõs Field Instructor Evaluation  

W.   Field Directorõs Agency Evaluation 

X.  Infectious Disease Exposure Incident Report 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

APPENDIX A 

Criteria for Agencies Supervising Students in Field Experience 

Cedarville University Social Work Program 

 

 

A. The field instructor must have one (1) of the following qualifications for senior field experience: 

(1)  MSW degree with one (1) year of experience after graduation (LSW/LISW preferred) 

(2)  In the senior year in instances where a non-MSW is providing field instruction, the student will 
meet once a week with a qualified MSW from the agency other than the field instructor or an 
MSW from another agency.  The program director may discuss an appropriate course of action 
in the above circumstances on an individual basis. 

B. The field instructor must have one (1) of the following qualifications for junior field experience: 

(1)  Bachelor of social work degree (LSW preferred) with minimum of two (2) years of social work 
experience after graduation 

(2)  Bachelor's degree with a minimum of five (5) years of social work experience after graduation 
(appropriate license preferred)  

C. The agency agrees to provide direct supervision for social work students.  The assigned field 
instructors are expected to carry out the following responsibilities: 

(1)  Attend all pre-experience meetings with students and field director 

(2)  Provide orientation to agency and job/task 

(3) Provide a minimum of one (1) hour/week in supervisory conference with student in order to 
provide feedback and act as educator and model 

(4)  Provide on-going supervision and evaluations of your students throughout the experience 

(5)  Provide in-service training on an on-going basis 

(6)  Participate in evaluation meetings with the student and field director, usually one (1) per 
semester 

(7)  Verify and sign time sheets and other field experience forms presented by the student 

(8)   Notify the field director of any problems or questions as soon as they become evident 

(9)  Provide a generalist practice experience 

 

 

 

 

 



 

 

Appendix B 

Sample Cover Letter for Resume 

Cedarville University Social Work Program 

This letter is intended to be mailed to potential employers as a cover letter to your resume.  This is NOT to be sent 

to your field experience agency or field instructor. 

 

Graduateõs Name 
123 High Street 

Your town, State Zip 
Phone 
Email 

 
 
Date 
 
ABC Agency 
Main Street 
City, State ZIP 
 
Dear (name of human resources contact person), 
 
I would like to apply for the position of (social worker/ counselor/ caseworker, etc.).  I saw your ad in (the 

Sun Times.  /My professor told me about your need for a caseworker.  /I saw your listing on the NASW 

website, etc.).  Your agency is highly regarded for its work with (the old and infirm/ homeless/ inner-city 

youth, etc.).  I would love to join your team in serving the needs of these special people. 

As a recent graduate with a BSW, I especially enjoyed the classes and fieldwork that dealt with (the 

elderly/ indigent/ urban youth, etc.).  My junior internship at (name of agency) confirmed to me that I have a 

special affinity for working with this population. 

I am enclosing my resume and would appreciate the opportunity to meet with you and discuss how I can 

assist your agency in its mission to help the (elderly/ homeless/ youth at risk, etc.). 

Thank you.  I look forward to hearing from you soon. 

Sincerely, 

(Four spaces for your signature) 

Graduateõs name, BSSW, LSW (if applicable) 

Enclosure 

 

 

 



 

 

Sample Resume 

Directions: The sample resume on Carrie N. Helping is to guide you in writing your own resume.  Your 

resume must be reviewed and approved by Career Services.  

 

 

 

 


