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Introduction  
 

Fieldwork is the culminating experience of the community health major at SUNY-

Cortland.  Each student spends a semester working in a health agency. The options for 

fieldwork placement are as broad and varied as the field itself; students are encouraged 

to choose a placement that reflects their interests and aspirations.  Fieldwork should be a 

fulfilling and stimulating experience for students as well as a beneficial arrangement for 

agencies and the people they serve.  

  

First and foremost, fieldwork is a learning opportunity.  It is a time when students can 

begin to apply classroom learning to workplace practice, when all those presentations, 

readings, and discussions are replaced by the day-to-day challenges and rewards of 

working in the health field.  It is a time for experiential learning that facilitates growth in 

multiple ways.  Students develop essential skills and competencies that will allow them to 

advance in their future jobs.  They come to better understand the complex nature of 

institutions, programs, and progress in the health field.  And, last but certainly not least, 

they come to better know themselves—their aptitudes and talents, the kinds of work that 

most satisfy and interest them, and the ways in which they can improve professionally as 

they move forward after graduation.   

 

Fieldwork also offers very practical opportunities for students as they begin to construct 

their careers.  Their new qualifications and work experience will enhance their resumes.  

Positive relationships with supervisors and co-workers will result in recommendations 

and an incipient network.  Observing and talking to people in the field will give them 

insight into how best to achieve their educational and professional objectives.   

 

Last, fieldwork offers students an “in between” time.  Almost at the end of their college 

experience, they are poised to enter the “real world.”  Often students feel lost and 

intimidated as they contemplate their future career, unsure of how best to navigate the 

new challenges that await them.  Fieldwork, designed as an interface between college and 

work, serves as a supportive mechanism for that transition from student to health 

professional.    

 

Learning Objectives 
 

Each fieldwork experience is shaped in unique ways by the combination of a 

specific agency, a specific student, and the particular kinds of work that emerge from 

that combination.  Therefore, the goals of the fieldwork experience are fairly general. 

 

As a result of the fieldwork experience, community health majors will be able to: 

1. Demonstrate progress in terms of overall professional growth since the start of 

fieldwork.  

2. Demonstrate oral and written communication skills as appropriate to the agency’s 

work.  
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3. Access existing information and data related to the agency’s work.  

4. Collect quantitative and/or qualitative data related to the agency’s work.  

5. Design, plan, implement, and/or evaluate programs related to the agency’s work. 

6. Describe the agency in terms of the core functions of public health and the ten 

essential services.  

7. Discuss the agency’s work in terms of related course content.   

8. Discuss ethical concerns as they arise in the operations of the agency.   

9. Discuss strategies and approaches used by the agency to navigate challenges 

related to human diversity, i.e., variation related to socioeconomic status, gender, 

gender identity, age, race, ethnicity, sexual identity, and/or disability.  

10. Articulate how they see themselves as health professionals.  

11. Discuss their career plans and interests; their work-related skills, talents, and 

limitations; and the kinds of work they find engaging and personally rewarding.   

12. Develop a network of professional contacts to help them advance in their chosen 

career.    

Eligibility 

 

Student Eligibility Requirements:  

 

1.  Grade point average of 2.50 (See policy statement below.) 

2. No “incomplete” courses  

3. All required health courses completed  

4. Not on academic probation  

 

 

Fieldwork GPA Eligibility Policy   

1.  A cumulative GPA of 2.5 is required to participate in fieldwork.  

 

2. Preliminary fall semester placements are made during the spring of the previous 

academic year.  In order for such a preliminary placement to be made, the student 

must be eligible for fieldwork by the end of the first summer session.  That is, 

when grades are reviewed in May and/or at the end of the first summer session, 
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the student must have a 2.5 cumulative GPA. Any student who has not achieved 

GPA eligibility by that time will not be allowed to participate in fieldwork during 

the fall semester.  

 

3. Preliminary spring placements are made during the fall of the academic year in 

which fieldwork is desired.  In order for such preliminary placements to be made, 

the student must be eligible for fieldwork by the end of the fall semester.  That is, 

when fall grades are reviewed in January, the student must have a 2.5 cumulative 

GPA.  Any student who has not achieved GPA eligibility by that time will not be 

allowed to participate in fieldwork during the spring semester.  Winter session 

grades are not counted in determining eligibility for fieldwork during the spring 

semester.   

 

4. Preliminary summer placements are made during the fall of the academic year in 

which summer fieldwork is desired.  In order for such preliminary placements to 

be made, the student must be eligible for fieldwork by the end of the fall semester.  

That is, when fall grades are reviewed in January, the student must have a 2.5 

cumulative GPA.  Winter session grades can be used to determine eligibility for 

summer fieldwork.  Any student who has not achieved GPA eligibility by that 

time will not be allowed to participate in fieldwork during the summer.  

 

5. If a student is eligible for fieldwork at the time of preliminary placement, but then 

the student’s GPA falls below 2.5 subsequent to the preliminary placement, the 

student becomes ineligible and will not be permitted to begin fieldwork as 

originally planned.  

 

Please note: The term “preliminary placement” is used above to indicate that a 

definite fieldwork placement is not actually made until the student has cleared all 

eligibility requirements.  This includes completion of all required course work, 

achievement of 2.5 GPA or higher, removal of any incompletes, etc.  

Approved February 2, 2005, Revised April 30, 2005. 

 

Planning 

Students enrolled in the Health Science/Community Health major are required to 

complete two quarters of Fieldwork Experience (HLH 499). Students may choose two 

functionally and structurally different types of agencies for eight weeks each or one 

agency for the entire semester. The choice of one or two agencies often depends on the 

student’s interests and the needs of the various agencies.  The coordinator of Fieldwork  

Experiences in Health is responsible for placements in all community health agencies. 

Agencies are selected on the basis of the student’s career interests, relation to community 

health, facilities and personnel.  Only those agencies whose internship program has been 

approved by the Health Department at SUNY-Cortland can be considered for fieldwork.  
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Minimal Criteria for Agency Selection 

 

1. At least one staff member must be an experienced health professional. 

 

2. The work of the agency must be varied and multi-dimensional. 

 

 

Procedure for Approving a New Agency’s Internship Program: 

Agencies wishing to establish an internship relationship with the Health Department at 

SUNY-Cortland should do the following:  

1. Review this manual and be particularly familiar with the “Minimum Expectations for 

Agencies Regarding Student Fieldwork Experiences” on page 8. 

 

2. Send a letter of interest including a copy of your agency’s brochure to the Coordinator 

of Fieldwork Experiences in Health. 

 

3. The Coordinator will contact the agency representative to discuss affiliation 

agreements and other logistical issues. 

 

4. If this is a clinical internship, a Clinical Affiliation Agreement will be executed 

between the agency and SUNY-Cortland before placements are made. Non-clinical 

placements will be handled in-house.  

 

Please send all correspondence to:  

Dr. Ben E. Wodi,  

Coordinator of Fieldwork Experiences in Health 

SUNY-Cortland 

206 Moffett Center 

P. 0. Box 2000 

Cortland, NY. 13045 

 

E-mail:ben.wodi@cortland.edu 

Telephone: (607) 753-2989 

 

Responsibilities 
 

1. Fieldwork students are expected to contact the college supervisor prior to beginning 

fieldwork.  

 

http://www.cortland.edu/hlth/faculty2.html
http://www.cortland.edu/hlth/faculty2.html
http://www.cortland.edu/hlth/faculty2.html


~ 7 ~ 
 

2. Fieldwork students are expected to work a full 7-8 hour day and 35 - 40 hours a week 

(excluding lunch) in the agency for the duration of the experience. Fieldwork students 

are to follow agency schedules and not the college calendar.  (Note:  That means that 

students who do their fieldwork during the spring semester do not have a spring break 

unless they are working for a college or university.)  Fieldwork students are expected 

to fulfill their fieldwork obligations without interference from any other activities.  

Many agencies schedule activities during the evenings and/or weekends, so fieldwork 

students may be required to exchange daytime hours for evening work. 

 

3. Fieldwork students are responsible for any confidentiality required by his/her position 

and should be aware of the consequences of violating that confidentiality.  Discuss 

with your immediate supervisor what the agency considers confidential.  

 

4. Fieldwork students are financially independent of their agencies and are not 

expected to receive any monetary stipends for the work performed while in that 

agency’s service. Travel expenses incurred while working for the agency should be 

remunerable by the agency. 

 

5. Fieldwork students are responsible for submitting a detailed log (diary) to the college 

supervisor, along with a copy submitted to the agency supervisor, at the end of each 

week of fieldwork.  

 

6.  Fieldwork students are responsible for being on the job each day of the week. There 

are no unexcused absences during fieldwork.  All absences due to illness must be 

reported to the appropriate agency before 7:00 a.m. of the day in question.  For 

planned absences, the “Request for Absence” form must be submitted to the college 

supervisor at least one (1) week prior to the intended absence.  Try to avoid any 

lengthy planned absences from fieldwork, since the missed time would need to be 

made up.   

 

7. At the end of each semester, fieldwork students are responsible for submitting the 

“Summary Record of Absences During Fieldwork” form to the college supervisor. 

This summary will include all of the dates of absence from the job, whether full or 

half day, and the reasons for the absence.  

 

8. Fieldwork students are expected to contact the college supervisor if they are 

experiencing a fieldwork-related problem or conflict that is not easy to resolve. 
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9. Fieldwork students are expected to submit all of their assignments on time.  (See 

“Assessment” for more details.) 

 

10. Fieldwork students are expected to display the following professional characteristics             

at all times while representing their community health agencies and SUNY-Cortland: 

a. Openness to suggestions and constructive criticism   

b. Sensitivity to the needs of the agency, fellow workers and clients  

c. Punctuality  

d. Courteous behavior 

e. Initiative  

f. Professional appearance  

g. Thoroughness in the performance of responsibilities  

h. Confidentiality 

Telecommuting Policy 

 

In some agencies where our students do fieldwork, telecommuting is a common and 

accepted strategy for reducing the expense and time of lengthy commutes.  Although we 

recognize the advantages of telecommuting, we do not believe it is appropriate for 

fieldwork students to telecommute on a frequent or regular basis.   Unlike paid 

employment, whose main objective is to further the agency’s mission, the main objective 

of fieldwork is learning about the community health field and developing as a community 

health professional in the context of a specific agency.  Time spent at home during the 

work week is time spent away from the setting where much informal learning and 

relationship building occur.  Frequent telecommuting could significantly lessen the 

quality and quantity of valuable learning opportunities that are unique to fieldwork.  

Further, the challenges of staying productive and focused on fieldwork activities at home 

may be too demanding for some students.  Last, since fieldwork students are responsible 

for finding an agency that is within a reasonable distance from their home, they should 

not have to contend with a difficult commute.   

So, in general, fieldwork students should not telecommute.  If special factors 

increase the desirability of telecommuting, it could happen on an occasional basis, not to 

exceed eight days in total.  The decision to telecommute should be made jointly by the 

agency and college supervisors.  

 

 

Supervision 

The Team Triangle Concept  

A successful fieldwork experience requires that the student, the agency supervisor, and 
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the college supervisor work together as a team. Each member of this team plays an 

important role. The student brings to the agency a foundation of knowledge and skills 

gained from their classroom career. In turn, the agency supervisor provides the student 

with opportunities to build upon this foundation experientially, thus improving and 

deepening their expertise. The college supervisor will serve as a liaison between the 

student and the agency supervisor and provide feedback and support to students as they 

go through fieldwork.   

The College Supervisor 

 

Fieldwork students do not have supervisory visits, but they do maintain regular 

telephone and/or email contact with the college supervisor. The college supervisor is 

also expected to maintain correspondence, telephone and email contacts with the 

agency supervisor during fieldwork.  

 

The college supervisor will make final decisions for grading fieldwork students in 

consultation with the agency supervisors. These pending decisions will be made known 

to fieldwork students within a reasonable time period to allow students to make necessary 

adjustments.

The Agency Supervisor  

At a minimum, agencies and agency supervisors are expected to:   

 

1. Provide a fieldwork experience that is clearly health-related   

2. Provide and develop a job description with the fieldwork student (See  

Assessment.)        

3.  Encourage appropriate student attendance and/or participation in  departmental 

 meetings, workshops, and conferences.  

4. Encourage fieldwork student initiative on agency projects (new or ongoing).  

5. Encourage fieldwork student observation/participation in official protocols, such   

 as report writing and grant activities.  

6. Enable the fieldwork student to become familiar with federal, state and local 

 legislation pertaining to the agency’s work.  

7. Acquaint the fieldwork student with the agency’s mission, goals and roles in the 

 community and the arena of public health.  

8. Explain the role of the various departments within the agency in relation to the 

 agency as a whole.  

9. Assist the fieldwork student, when feasible, in identifying and developing a 

 special project related to the mission of the agency.  (See Assessment.) 

10. Complete Fieldwork Student Performance Evaluations once per quarter.  (See  

Assessment.) 

10. Agree to maintain communication with the college supervisor throughout 

fieldwork.   

11.  Explain policies and practices related to confidentiality to the fieldwork student.  

12.  Submit the appropriate college supervisor Evaluation at the end of fieldwork.  
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(See Forms.)      

 

Assessment 
 

The grading system used for the Fieldwork Experience is the college-wide system 

of Highly Satisfactory (H), Satisfactory (S), and Unsatisfactory (U).  If any of the 

required assignments or evaluations is not submitted by the due dates, a grade of 

Incomplete will be registered.  The due dates are listed in the fieldwork timelines, which 

are located on the Health Department’s fieldwork website. 

   

Evaluations  
Fieldwork students are formally evaluated twice by the agency supervisor.  The 

first evaluation occurs after eight weeks of fieldwork have been completed.  The second 

evaluation occurs during the last week.  Agency supervisors should discuss both 

evaluations with the fieldwork students to help them understand their strengths and 

limitations at this point in their professional development.  The evaluations are then sent 

to the college supervisor, who factors the evaluation scores into the first quarter and  

second quarter grades.  

 

 

Weekly Logs  
Students keep a typed daily log throughout the fieldwork experience. The daily 

log documents the tasks performed by the students as well as the time periods when they 

are working.  Students should record the total number of hours they work each week.  In 

addition, students are encouraged to incorporate a reflective dimension into their daily 

logs.  Reflections may encompass a wide range of opinions, insights, ideas, and 

questions related to the agency and the student’s personal experience of fieldwork on a 

day-to-day basis. The weekly log is due to the college supervisor every Monday.  An 

example of a weekly log can be found in Appendix A. 

Job Description  
In collaboration with the agency supervisor, each fieldwork student is responsible 

for developing a job description of his/her duties in the early days of the fieldwork 

experience.   Examples of job descriptions can be found in Appendix B. 

Project (aligned with objectives 3-5) 

During fieldwork, each student creates and completes a major project and/or 

several minor projects related directly and integrally to the agency’s mission.  Ideally, the 

project should have some practical benefit for the agency.  All projects incorporate some 

data collection and analysis.  Agency supervisors should help the students to brainstorm 

possible projects and assess the feasibility and significance of their ideas.  Students then 

submit a project proposal to the college supervisor for feedback and approval.  Examples 

of final project reports can be found on the Health Department’s fieldwork website.  

In a few agencies, the project is not feasible. This situation will be handled by the 

Coordinator of Field Experience in Health (in consultation with the agency supervisor).  
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Guidelines for the Project Proposal  

 

 Title: Provide a complete title of the project (follow APA Style)  

 Introduction 

o Present some background information to provide a context for the reader, 

citing reputable and current sources as necessary.  What is the topic?  

What is the significance of the topic for public/community health in 

general and for the agency’s work in particular? 

 Purpose  

o Describe the project and the reason(s) for selecting the project.  Include 

expected outcomes and the benefit to you and/or the agency. 

 Methods for data collection 

o Describe the procedure that you will use to gather the data for this project.  

For example, will you gather data via telephone interview, face to face 

interview, questionnaires (administered by telephone, in person or by 

mail)?  What kind(s) of data will you gather—qualitative and/or 

quantitative?  What questions will you be asking?  What will be the 

timeline for data collection?  When will it begin and when will it end? 

o Researching a topic by reading articles and books does not count as data 

collection, although it may be necessary to write the introduction, develop 

the project, understand the results, etc. 

 Results and Analysis 

o Explain how you will organize the data (tables, graphs, lists, narrative?) 

and how you will analyze it (averages, frequencies, counts, themes, 

patterns, trends?). 

 References in APA format 

o Provide a list of at least five references that you have already reviewed for 

this project.  At least three of them should be cited in the Introduction.  

They do not need to be scholarly references but, if not, they should be 

from reputable organizations.  These references may include the agency’s 

in-house documents. 

Guidelines for the Project Report 

 

 Length:  6 to 12 pages (not including the title page, the references page, or any 

appendices) 

 Format:  Double-spaced, 12-point font, one inch margins, title page, page 

numbers  

 Content:  

o Title 

o Introduction 
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 Topic, significance to community health and the agency, purpose, 

potential benefits to the agency and other stakeholders 

o Methods 

 Describe the procedure you used to collect data.  Any data 

collection instrument(s) should be included in an appendix. 

o Results and Analysis 

 Present your results in an organized manner (tables and/or graphs 

for quantitative data, lists and summaries for qualitative data).   

 Analyze them in a simple way:  If your data are quantitative, you 

can calculate averages and/or frequencies and identify trends and 

patterns in the data.  (You are not expected to do a complete 

statistical analysis.)  If your data are qualitative, you can identify 

general themes and patterns while also noting contradictions and 

results that don’t seem to fit with the rest.   

o Discussion 

 Interpret your findings.  What inferences can you draw?  What do 

you think it means? 

 Describe any problems related to the project that might have 

impacted your results and how (or if) you handled those problems. 

o Recommendations and Reflections 

 Based on your results, what actions do you think the agency should 

take (or not)?  What should the agency do differently, if anything?  

What is your recommendation(s)? 

 What was it like for you to do this project?  What did you learn 

from doing it?  What did you value about it?  What was rewarding 

and what was challenging? 

o References in APA style 

 If you need help with APA style, check out Purdue’s Online 

Writing Lab, at http://owl.english.purdue.edu/owl/resource/560/01/  

 Minimum of five references 

 All references are current and reputable 

 At least three references are scholarly, i.e., from peer-reviewed 

scholarly journals 

 All references are cited at least once 

o Appendices (optional)  

o Grading (20 points) 

 Content 

 Accurate 

 Thorough 

 Detailed 

 Current  

 Evidence (to support claims and assertions) 

 All technical terms are defined 

 Critical thinking 

 Organization (paper, paragraphs, sentences) 

 Includes an introduction and conclusion 

http://owl.english.purdue.edu/owl/resource/560/01/
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 Clear 

 Logical flow 

 Smooth transitions 

 Writing 

 Mechanics (punctuation, spelling, and grammar)  

 Appropriate word choice 

 Clear and concise 

 No more than five quotes 

 No evidence of academic dishonesty. Check the syllabus 

and the College Handbook for more information. 

 Format 

 APA Style 

 Research 

 Number of sources 

 Quality of sources  

 

Agency Report (aligned with fieldwork objectives 6 – 9) 

 

Directions:  Write a report about your agency in which you answer the following 

questions.  The report should be 3 to 5 double-spaced pages in length.  You should collect 

information by reviewing documents and websites as well as interviewing appropriate 

agency personnel. 

 

1. Briefly discuss the history and development of the agency. 

2. Describe the agency in terms of the Core Functions of Public Health and the Ten 

Essential Services.  (The link is available in the elearning classroom under Content.) 

3. Select two courses from the Community Health major. Relate the work of your 

agency to the relevant contents in each course. 

4. Describe how the agency is organized. 

5. Identify three actual and/or potential problems confronting the agency. 

6. Discuss at least three ethical concerns as they arise in the operations of the agency. 

7. Discuss strategies and approaches used by the agency to navigate challenges related 

to human diversity, i.e., variation related to socioeconomic status, gender, gender 

identity, age, race, ethnicity, sexual identity, and/or disability. 

8. How did you collect this information?  List all sources of information, including 

websites and agency leaders. 

Professional Development Reflection (aligned with fieldwork objectives 10-12). 

 

Directions:  Write a reflection that addresses the following areas.  It should be 2 to 4 

double-spaced pages in length. 

 

1. Articulate how you see yourself as a health professional. 
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2. Discuss your career plans and interests, including your work-related skills, talents, 

and areas for future improvement, as well as the kinds of work you find engaging and 

personally rewarding. 

3. Describe your network of professional contacts, including ways to use this network to 

advance your chosen career. 

 

Appendix A.  Example of a Weekly Log 

 

Monday 3/17 - I spent all day in the hospital helping to set up some St. Patrick’s Day 

displays in the lobby and helping the auxiliary set up their table to sell green flowers and 

some baked goods. After the sale was over we passed the leftover flowers out to the 

geriatrics ward and gave some of the kids in pediatrics some cookies. 

 

Tuesday 3/18 - This morning I delivered some items over to the awards and gift shop to 

be plaqued. I then prepared a letter to Maxine Post, presiding Officer Suffolk County 

Legislators, asking her to attend and please speak at a dinner being held to honor all the 

volunteers and auxiliary. I then continued working on my project. 

 

Wednesday 3/19 - We began to share an office with some people from the Project 

Liberty program. I wasn’t sure what they exactly did but I sat with them for the day. They 

are actually a program that helps people deal with the tragic 9/11 events and offer people 

a way to cope with all that’s going on. Beth, one of the workers, actually began in the 

Southside psych ward until she moved into this position. She told me that it is very 

rewarding work. After I sat with them for a while, Carol and I began to lay out the plans 

for the April issue of Side News, the employee newsletter. I am going to be in charge of 

writing about the St. Patrick’s Day events and about the new rehabilitation medical 

director. 

 

Thursday 3/20 - Today I began my piece on the auxiliary sale on St. Patrick’s Day. I 

wrote 

about how they did and what I thought about it. I then helped Carol organize the grand 

opening of the wound center for tomorrow, making phone calls to make sure the media 

is coming and reminding doctors of the morning open house. I then continued with my 

marketing plan. 

 

Friday 3/21 - Today we set up for the grand opening of the wound center. We set up 

tables of food for the doctor’s open house in the morning. There was then a little 

presentation with a couple of doctors speaking a few words about the new center. We 

then all toured through it. Later was the public’s viewing, complete with a ribbon cutting 

ceremony. 

 

 

Appendix B.  Examples of a Job Description 

 

1.  Example 1 
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Name:  

Job Title:  Student Intern  

Status:  Fieldwork Student from SUNY-Cortland 

Agency:  General Electric  

Supervisor:  Mr. Charles Moleski, Manager of Safety and Employee Services  

 

The Safety Department at General Electric is responsible for maintaining a safe 

and healthy environment for every employee in the company, whether they are 

workers in the plant or in administrative positions. This is done through the use of 

personal protective equipment (goggles and respirators), employee education, and 

engineering control of toxic chemicals and fire prevention. Routine inspections 

conducted by the government and the company ensure that these measures are 

enforced and effective.  

 

General Responsibilities: 

1. Expand G. E. Binghamton toxic substance inventory.  

2. Obtain acute and chronic health and safety information for the expanded 

 toxic  substance inventory.  

3.  Gain exposure to industrial hygiene surveys.  

4.  Gain exposure to respiratory protection training.  

 

Specific Duties:  

1. Maintain the inventory’s compliance with federal OSHA regulations.  

2. Make sure all necessary substances and information are included in and 

comply with the “Right to Know Law.”  

3. Make sure the inventory is maintained in a manner that complies with G. 

E.  Company’s Health Hazard Education requirements.  

4. Expand the inventory from 60 major items to include additional materials 

used by the G. E. employees.  

5. Gather information to be added to the Health Hazard Education Program.  

6. Obtain data from the manufacturers regarding the health hazards of their 

 chemicals.  

7. Attend Department of Labor inspections of the plant.  

8. Attend surveys conducted by the company’s Industrial Hygienist.  

9.   Review G. E. Environmental Health Management Program information.  

Review previous G. E. Health Hazard Information Workshops and G. E. 

Health  Bulletins.  

11. Update and organize the Material Safety Data Sheets currently on file.  

12. Maintain the inventories compliance with Federal OSHA health 

regulations.  

13. Make sure all necessary substances and information are included in and 

comply with the “Right to Know Law.”  

14. Make sure the inventory is maintained in a manner that complies with G. 
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E.  Company’s Health Hazard Education requirements.  

15. Expand the inventory from 60 major items to include additional materials 

used by the G. E. employees.  

16. Gather information to be added to the Health Hazard Education Program.  

17. Obtain data from the manufacturers regarding the health hazards of their 

 chemicals.  

18. Attend Department of Labor inspections of the plant.  

19. Attend surveys conducted by the company’s Industrial Hygienist.  

20. Review G. E. Environmental Health Management Program information.  

21. Review previous G. E. Health Hazard Information Workshops and G. E. 

Health  Bulletins.  

22. Update and organize the Material Safety Data Sheets currently on file.  

 

Example 2: 

1. Agency: Cortland County Health Department  

2. Job Title: Student Intern from SUNY-Cortland  

3. Student Name:  

 

GENERAL RESPONSIBILITIES 

1. Insight into the general functions of the Cortland County Health 

Department and the specific functions of the division of Environmental 

Health.  

2.  Knowledge of the Department’s role in the community and general public 

health scene.  

3. Understanding of the direct and indirect relationships between the 

Cortland County Health Department and other agencies in the community.  

4. Observation of the various programs involved in the Department and the 

 Division, including the methods and procedures used to implement these 

 programs.  

5. Investigate in depth, where possible, the principal work of the Division 

 through on the job experience.  

 

SPECIFIC DUTIES  

1. Keep a daily log of activities for the agency and college supervisors.  

2. Observation and participation in various office activities including report 

writing, form completion, filing methods, telephone use.  

3. Observe and participate in field activities where possible.  

4. Perform visitations and interviews of persons and divisions within the 

Health  Department and various agencies within the community.  

5. Review pertinent reading materials such as the State Sanitary Code, public 

health laws, periodicals, and office and field procedures and technical 

manuals  

 

Appendix C.  Example of an Agency Report 

 

 To be provided when available. 
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