Department of Community and Therapeutic Recreation
The University of North Carolina at Greensboro

Fieldwork Checklist
Forms can be found on the CTR website at:
(http://ctr.wp.uncg.edu/current-students/practicum-internship/)

Step 1:  Eligibility Form for Practicum or Internship
Complete the Eligibility Form for Practicum or Internship Form
· Submit form to your faculty advisor
Step 2: Resume
· Develop or update your resume (using our Arthur or Arlene Meese examples on Practicum and Internship website)

· Submit updated resume to Academic Advisor

Step3:  Identify and Secure Practicum or Internship Site 

· Identify a fieldwork site (for a list of fieldwork site resources, use the database lists on our Practicum and Internship website, discuss with your classmates, consult your advisor, etc.)

Step 4: TR Internship Students Only: 
A. Clinical Instructional Agreement 
· If you are interning in a clinical setting, send the link to the Clinical Instructional Agreement to the Agency Supervisor and ask for it to be signed and scanned to Amy Chandler at ctr@uncg.  The agency may have their own agreement form, which should be scanned to Amy at ctr@uncg.edu
Please note that this form can take several weeks to process since it goes to the Agency and University Legal Departments for signatures.
B. Onboarding
· Many clinical sites are now requiring student interns to complete “onboarding” procedures and clearances before the student can begin his or her fieldwork experience. Onboarding can include procedures such as criminal background checks, TB tests, flu tests, drug tests, ethics questionnaires, orientations, etc. These can take time to arrange and process and costs are typically are paid for by the student. Students interested in working in a hospital or other “clinical” setting should inquire from the agency as to whether they require onboarding, and if so, what the typical timeline for processing these procedures are. In addition, the tests can cost upwards of $50 each, so it will be important to budget accordingly.

Step 5: Student Learning Outcomes
· Working with your Agency Supervisor, develop good draft of the SLOs that you will address during your fieldwork experience (Practicum students develop 5-7 SLOs; Internship students develop 7-10 SLOs). 
· Use the examples provided on the Practicum and Internship website as a guide
· Submit the draft of Student Learning Outcomes Form to your Academic Advisor for review and approval

· Complete the Student Learning Outcomes Form (must be typed) and present to Agency Supervisor for signature

· Submit Student Learning Outcomes Form to Academic Advisor for her/his signature
Step 6:  Request for Practicum or Internship Site Approval
· Complete Request for Practicum or Internship Site Approval Form 

· Attach completed and signed Student Learning Outcome Form

· Attach updated resume

· TR INTERNSHIP STUDENTS ONLY – Attach copy of Agency Supervisor’s NCTRC certification and NCBRTL licensure forms (make sure credentials’ dates will be current through the completion of your internship)

· Obtain Agency Supervisor’s signature

· Obtain Academic Advisor’s signature (after Agency Supervisor)

· Submit all forms and documents noted in Step 5 to your Academic Advisor for his/her final approval and signature
Step 7: Report Calendar for Practicum or Internship
· Work with Agency Supervisor to establish your starting and ending dates as well as how many hours/week you will be working in your fieldwork experience
· Complete (including signatures) the Report Calendar for Practicum or Internship Form with your Academic Advisor

· Make two additional copies (one for yourself and one to submit to your Agency Supervisor)
Step 8: Request for Refund of Fees
· Complete the Request for Refund of Fees Form (only if your fieldwork site is more than 50 miles from UNCG)

· Submit Request for Refund of Fees Form to Academic Advisor
Step 9: Start Your Fieldwork!!!
· Go get ‘em

· Have fun

· Learn a lot

· Do well
