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Keuka College 

Center for Experiential Learning 

 

SUMMARY OF FIELD PERIOD PROCEDURES AND REQUIREMENTS 

ASAP SOCIAL WORK PROGRAM   

 
These are guidelines for accessing and filling out the required paperwork to establish and register your Field 

Period. Please read through them carefully and follow-up with your Cohort Advisor or the Center for 

Experiential Learning if you have any questions. 

 
1. ATTEND Field Period orientation (required of all new adult learners) 

 2. MEET with Cohort Advisor to: 
a. Assess individual interests, skills, and goals; 
b. Research and consider Field Period possibilities and potential site supervisors; and 
c. Obtain guidance with preparing your contract. 

3.  COMMUNICATE with potential placement site and DRAFT a tentative Field Period 
  Learning Contract. 

4.  DESIGN and REFINE your Learning Contract. The Learning Contract template can be found on the 
Experiential Learning page of the Keuka College web site. 

 (www.keuka.edu) under the Field Period tab. 
 5. SUBMIT the refined draft of the Learning Contract to your Cohort Advisor for editing. 
 6.   MAKE suggested changes to the Field Period Learning Contract. 
 7.   OBTAIN the site supervisor’s signature on your Learning Contract. 
 8.   SUBMIT the completed learning contract (4 copies) to the Cohort Advisor for final approval and 

signature.  The Cohort Advisor will then forward a signed copy to the Center for Experiential Learning.  
The Cohort Advisor will keep a copy for their records, the student keeps a copy, and a copy is placed in 
the Field Period packet for the site. 

 9.   OBTAIN the Field Period packet from your Cohort Advisor that includes a form letter from the Center 
for Experiential Learning, the evaluation forms with business reply envelope, and the signed Field 
Period Learning Contract. 

 10. DELIVER the Field Period packet to your supervisor.  The Cohort Advisor will forward your Field 
Period Learning Contract to the Center for Experiential Learning. 

 11. PARTICIPATE in the Field Period – be sure to continually assess your learning experiences and 
progress towards goals.  Make sure you regularly communicate with your Cohort Advisor. 

 12. Upon completion of the Field Period (70 hours), MEET with your Cohort Advisor for a one-on-one 
meeting and evaluation of learning accomplished.  Be sure the supervisor has completed and mailed the 
Field Period evaluation form to the Center for Experiential Learning before this meeting, and you have 
obtained a copy from your supervisor to give to your Cohort Advisor. 

 13. REMEMBER, if a student needs to take a leave of absence or make a change in the cohort, the student 
must contract the Cohort Advisor and a “change of status” form must be completed IMMEDIATELY.   

 
REQUIREMENTS: 

 

Notebook with program outcomes to include: 
 

1. Completion of the Social Work Program Experiential Learning Paper 
2. Submission of designated unique documentation relevant to the experiential learning goals.  
3. Submission of the student’s journal as the student desires. 
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FIELD PERIOD LEARNING CONTRACT INSTRUCTIONS 

 

The following information will assist you in filling out the Learning Contract for your Field Period. Font size 

and type should be consistent throughout the document. Keep in mind that this document is an agreement 

between the Adult Learner, the College and the site for learning to take place and therefore should be 

professional in appearance and composition. The contract should not exceed one page. 

 
1. Adult Learner Information 

This is information used to contact you by both the College and your site during your Field Period. Please 
be complete.  Incorrect or incomplete information may lead to inability to communicate with you. Should 
that occur, emergency messages, registration information, etc. might not get to you.  Any problems resulting 
from incorrect or incomplete information will be the responsibility of the Adult Learner. 

 
2. Placement Information 

Complete and accurate information is essential.  Incomplete or incorrect information may result in your 
learning contract not getting to your site.  It may also cause problems if your Cohort Advisor or the Center 
for Experiential Learning tries to contact your site supervisor.  Any problems resulting from incorrect or 
incomplete information will be the responsibility of the Adult Learner. 

 
3.  Your Field Period Title 

Do not list "intern" or "adult learner" (this is self evident!).  Your title should reflect what you are doing, 
and at what level.   

 
4. Field Period Type 
 Career Development (CD) - An experience in your chosen career, which better prepares you for your 

profession.  Usually involves intermediate or higher-level work. 
 

5. Learning Goal(s) 

List general overall goal(s) for this Field Period.  Learning goals are one (or two) sentences long, broad 
statements describing in global terms what you wish to accomplish.    
 

6. Learning Objectives 
Learning objectives list the outcomes of your experience.  What skills, knowledge, behaviors, values, etc. 
will you develop?  The learning objectives should support your learning goals(s).  Objectives must be 
measurable, in other words, your Cohort Advisor must be able to examine what you did and be able to 
determine that you accomplished them.  Use action verbs such as demonstrate, write, teach, develop, build, 
design, acquire, differentiate, synthesize, evaluate, write, etc.  Wherever possible, the objectives should be 
quantifiable.  Learning objectives should help to describe how you would be changed by this experience. 

 
It is understood that the learning objectives may change once you get on site.  That is fine, simply 
communicate these to your Cohort Advisor and ensure that they are acceptable. 

 
7. Activities 

Activities are the everyday tasks you expect to be doing.  They should support the learning objectives you 
have identified.  It is understood that the activities may change once you get on site.  That is fine, simply 
communicate these to your Cohort Advisor and ensure that they are acceptable. 

 
8. Evaluation 

The Adult Learner is required to keep a reflective journal and a written report/summary.  In addition, 
evaluation will also include a one-on-one oral meeting with your Cohort Advisor and the site supervisor's 
evaluation.   
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Writing Objectives for Field Period 
 
Always use action verbs, not “duties include” or “responsible for.”  Additionally, represent your duties as 
professionally and accurately as possible.  Do not misrepresent them. 
 
 
COMMUNICATION 

act as liaison correspond instruct negotiate refer 
Advise counsel interpret notify sold 
advocate demonstrate interview present train 
arbitrate display Lecture promote translate 
Author edit Market publicize write 
comment guide Mediate publish  
Consult inform moderate recommend  
 
ADMINISTRATION 

administer determine implement order regulate 
Appoint direct Initiate organize represent 
Arrange dispense institute overhaul revamp 
complete distribute Issue oversee review 
conduct diversify Launch prescribe route 
consolidate eliminate Manage preside select 
contract execute motivate provide supervise 
Control found Obtain recruit supply 
coordinate govern Offer rectify terminate 
delegate head Open refer train  
 
PLANNING AND DEVELOPMENT 

Broad Devise improve plan 
Create Discover initiate prepare 
Design Draft invent produce 
Develop Estimate modify propose 
 
ANALYSIS 

Amplify compute evaluate identify (needs) solve 
Analyze detect examine investigate study 
calculate diagnose forecast program systemize 
Compile disapprove formulate research test  
 
FINANCIAL/RECORDS MANAGEMENT 

Audit collect invest minimize reconcile 
Allocate condense inventory monitor record 
Balance document list process schedule 
catalogue expedite log procure traced 
Charter guarantee maximize purchase update 
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MANUAL 

assemble deliver maintain repair rewire 
Built design navigate replace test 
construct install operate restore trim 
 
GENERAL 

accomplish contribute increase provide strengthen 
Achieve deliver initiate serve transform 
Assist expand originate service utilize 
complete handle perform   
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KEUKA COLLEGE 
ASAP Social Work 

FIELD PERIOD LEARNING CONTRACT 
 
 

1. STUDENT INFORMATION 
NAME:  [Adult Learner Name]   MAJOR: BS in Social Work CLASS YEAR:  [Year of Graduation] 
ADDRESS DURING FIELD PERIOD:  [Adult Learner Address during F.P.] 
PHONE DURING FIELD PERIOD:  [Adult Learner Phone #] E-MAIL: [Adult Learner E-mail] 
 
2. PLACEMENT INFORMATION 
ORGANIZATION/AGENCY & DEPT:  [Organization Name & Dept.] 
ADDRESS:  [Organization Mailing Address] 
PHONE:  [Organization Phone #] FAX: [Organization Fax #]  E-MAIL: [Supervisor’s E-mail] 
 
FIELD PERIOD SUPERVISOR'S NAME:  [Supervisor’s Full Name] 
FIELD PERIOD SUPERVISOR'S TITLE:   [Supervisor’s Title] 
FIELD PERIOD PLACEMENT DATES: FROM:  [mm/dd/yyyy] TO:  [mm/dd/yyyy] 
 
3. YOUR FIELD PERIOD TITLE: 

     
4. FIELD PERIOD TYPE: 

Career Development – CD 
 
5. LEARNING GOAL(S):  
 
 
 
 
 
6. LEARNING OBJECTIVES:  
 
 
 
 
 
7. ACTIVITIES:  
 
 
 
 
8. EVALUATION (all are required) 
a. Reflective Journal     c. Field Observation Paper 
b. One-on-one meeting with Cohort Advisor  d. Review of the placement site supervisor's evaluation 
 
 
ADULT LEARNER/RN SIGNATURE                                  _                             _____    _  DATE: ____________ 
COHORT ADVISOR SIGNATURE                                                                  _______      DATE: ____________ 
 

Field Period Course Registration Number:  SWK_____ 
 

SUPERVISOR SIGNATURE                                                                                   ______ DATE: ____________  

 
 

Center for Experiential Learning 
Keuka College 

Keuka Park, NY 14478 
Phone: (315) 279-5274  /  Fax: (315) 279-5329  /  E-mail: experiential@mail.keuka.edu 

SAMPLE 
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THE FIELD PERIOD SUPERVISOR’S RESPONSIBILITIES 

 

 

 The on-site supervisor for the Field Period program provides guidance, supervision, and evaluation of the 
Adult Learner during the Field Period experience. 

 
 Responsibilities of the Field Period supervisor include: 
 

1. Discussing the Field Period Learning Contract with the Adult Learner at the beginning of the Field 
Period experience and developing a program that will focus on the Adult Learner’s learning goals and 
objectives. 

 
2. Serving as a resource person to the Adult Learner throughout the Field Period answering questions and 

guiding the Adult Learner to achieve the stated objectives. 
 

3. Contacting the Center for Experiential Learning in the event that concerns arise about the Adult 
Learner’s performance, fit, or any other aspects of the Field Period, via phone:  315/279-5274, Fax: 
315/279-5329 or E-mail: experiential@mail.keuka.edu 

 
4. Completing the Field Period Supervisor Evaluation form (included).  The Field Period Supervisor 

Evaluation form should be completed at the end of the Adult Learner’s Field Period, attesting to the 
Adult Learner’s competence, responsibility, and motivation toward meeting the stated objectives.  This 
evaluation should be discussed with the Adult Learner and then returned to the Center for Experiential 
Learning in the prepaid envelope provided. 

 
5. If this is your first experience with a Keuka College Field Period Adult Learner, we’d like to know 

more about your organization.  If available, please enclose any pertinent literature that describes your 
organization, at your convenience. 

 
 
 

THANK YOU! 
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Sample opening for a telephone request for a Field Period 
 
 
Hello, Mr./Ms. Doe.  My name is ______________________.  I am a human services professional pursuing my 
bachelor’s degree in social work at Keuka College.  Part of the Keuka College curriculum is a program called 
Field Period, an experience very similar to an internship.  This Field Period will allow for me to explore new 
areas within the human services profession.  I am proposing to complete my Field Period with 
___________________.  This experience will take place over a period up to approximately 25 weeks in length 
for a total of 70 hours.   
 
** Continue your conversation with the organization and answer their questions as they are raised.  You should 
be prepared to discuss Field Period requirements, your proposed Goals, Objectives, and Activities, as well as 
site specific requirements and so on. 
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Keuka College 

ASAP Social Work Program 

 

Field Period Grading and Evaluation 

 
1. Process of Evaluation:  Evaluation and grading are based upon established Keuka College Field Period 

Policies and individual grading criteria developed by the Adult Learner and the Cohort Advisor during 
the preparation stage.  The Adult Learner meets with the academic Cohort Advisor to evaluate the Field 
Period experience. 

 

2. Field Period Grading:  Credit is assigned to the Field Period experience by the Cohort Advisor.  Four 
different options are possible: 

 
a. Unsatisfactory (U)  The Adult Learner does not fulfill minimum expectations. 

 
b. Satisfactory (S)  The Adult Learner fulfills expectations and requirements, doing an 

average to good job. 
 

c. Incomplete (INC)  The Adult Learner and Cohort Advisor agree to delay grading.  If an Adult 
Learner is unable to complete the requirements for a Field Period project by the established 
deadline, a grade of Incomplete (INC) may be assigned.  Incompletes not resolved by the date 
specified by the Cohort Advisor will result in a grade of Unsatisfactory (U). 

 
d. Withdrawn (W) The Adult Learner withdraws from Field Period.  An Adult Learner may 

withdraw by the end of the first five working days of the placement in which case a grade of 
Withdrawn (W) will be assigned. 

 
3. Field Period grades are not used to calculate GPA (grade point average). 

 
4. Withdrawals: 

 
a. The Adult Learner notifies the Center for Experiential Learning WITHIN THE FIRST FIVE 

WORKING DAYS OF THE PLACEMENT.  If the Adult Learner cannot reach the Center for 
Experiential Learning he/she must notify the Cohort Advisor. 

 
b. The Adult Learner sends written confirmation (e-mail acceptable) of withdrawal to the Center 

for Experiential Learning within ten days following the original verbal notification. 
 

c. Withdrawals after the first five days of placement may only be accomplished by filing a request 
for exception to policy.  In case of an aborted Field Period, failure to notify the Cohort Advisor 
or Center for Experiential Learning of withdrawal from the Field Period by the end of the first 
week results in an automatic grade of Unsatisfactory (U) for the Field Period.  
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Keuka College 

ASAP Social Work Program 

 

Field Period Policies and FAQ’s 

 
1. Where do I find the Field Period Paperwork?  The required document, the Field Period Learning 

Contract can be found either on the college web site (www.keuka.edu) by going into Center for 
Experiential Learning and clicking on ASAP Field Period, or via the cohort listserve. 

 
2. Why do I have to return my completed and signed contract before the Field Period starts? For two 

very important reasons – first, without a signed contract from your site you are not registered internally 
and cannot receive credit. Even more importantly, once you are registered for your Field Period you are 
covered under the College’s Field Period Liability Insurance if something were to happen to you during 
your Field Period. 

 
3. How do I get registered for Field Period?  Once the Center for Experiential Learning receives the 

final signed copy from your site, you will be registered. 
 

4. My site backed out after I submitted all my paperwork.  What do I do?  Contact your Cohort 
Advisor and the Center for Experiential Learning IMMEDIATELY! We can work with you if you want 
to do a Field Period at a different site, but we need to know there is a problem! 

 
5. I did all my paperwork but now I won’t be doing my Field Period.  What do I do? You must notify 

your Cohort Advisor and Center for Experiential Learning by phone within a week (first five workings 
days) of your Field Period start date AND send written notification (e-mail is acceptable) within ten 
days of your verbal notification to your Cohort Advisor and the Center for Experiential Learning. 

 
6. What happens if I do not call and cancel my Field Period with the Center for Experiential 
learning?  If you do not notify the Center in writing within ten days of the start of your Field Period, 
you will receive “U” (Unsatisfactory) as a grade for the Field Period and you will be required to do 
another Field Period to meet your graduation requirement.  

 
7. I got halfway through my Field Period and could not finish for personal/site reasons.  Do I still get 
a “U”?  Depending on your individual circumstance it is possible to get a “W” (Withdrawn) or “INC” 
(Incomplete) for a Field Period. However, you must contact the Center for Experiential Learning and 
your Cohort Advisor immediately, if you know there is a problem completing your Field Period.  

 

8. I’ve tried to contact my Cohort Advisor but he/she is not available whenever I call.  What do I do?  
Contact the Center for Experiential Learning at 315/279-5274. The office is open year-round. When in 
doubt, leave a name, number, and time you can be reached if you cannot speak to someone directly. 

 
9. Who do I turn my journal and summary paper into?  Your Cohort Advisor gets all of your 

evaluation materials.  Check with your Cohort Advisor at the completion of your Field Period and 
arrange for a time to meet with her/him. 

 
 
If you have any questions about Field Period, doing your paperwork, or what is required, please contact the 
Center for Experiential Learning at 315/279-5274 or E-mail: experiential@mail.keuka.edu
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Center for Experiential Learning 

Hegeman Hall, Suite 107 

Keuka College 

Keuka Park, NY  14478 

(315) 279-5274 

FAX:  (315) 279-5329 

experiential@mail.keuka.edu 

  

 

 
Dr. Anne Marie Guthrie 
Assistant Dean 
aguthrie@mail.keuka.edu 
 
Sally A. Daggett 
Associate Director 
sdaggett@mail.keuka.edu 
 
Sally Ann Swartley 
Coordinator of Field Periods and Internships 
sswartle@mail.keuka.edu 
 
Valerie Webster 
Co-Curricular Transcript Coordinator 
vwebster@mail.keuka.edu 
 
Caryanne Farley 
Assistant Director, Career Services 
cfarley@mail.keuka.edu 
 
Joshua Ficks 
Manager of TeamWorks!, The Birkett Mills/Keuka College Challenge Experience 
teamworks@mail.keuka.edu 
 
Penny Sutterby 
Coordinator of Community Service, VISTA Volunteer 
psutterb@mail.keuka.edu 
 
Shawna Carey 
Administrative Assistant 
scarey@mail.keuka.edu 
 
Joanne Jacobs 
Secretary 
jjacobs@mail.keuka.edu  
 
 
 


