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PREFACE

This Handbook is intended to assist Community Health Education students in planning and
completing their internship experience. By using this Handbook, in conjunction with input from
their advisors, University supervisors, and the Internship Coordinator, students increase the
likelihood of securing and completing a beneficial internship. A successful internship, in turn, assists

in the transition from full-time student to community health education professional.

Roles and responsibilities of the student, the University, and cooperating community agencies are

discussed in this Handbook. All such information is designed to make the internship experience a

successful working relationship for all participants.

Students are fully responsible for all information provided in this Handbook.



INTERNSHIP OVERVIEW
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The Internship in Community Health Educationy ¢ KA OK GF 1Sa LI OS Ay | ailo
Towson University, is intended to be a practical health education experience in a community

setting (Appendix A). The internship is a full time (approximately 40 hours per week), seven or 14-

week (length may vary depending upon specific academic calendar) experience with work hours and
assignments established by the agency of the student’s internship. Students with a full community

health education concentration, who earn 12 credits for internship, must complete a minimum of

450 work hours over 14 weeks in their placements. Students who have both a school health and a

community health education 8 A ® S ® FoncénRatizhn fvifl cdomplete one half of their final

semester in the school setting and one half of their final semester in a community setting; thus,
a0dzRSyda ¢AGK I &R dzkamigimud P25 Boyrdodkt 7iwaeRs jh thér2 Y LI S S
placements for a total of 6 academic credits in the community. Most Community Health Education

Interns complete far more than the minimum number of hours required.

All interns are expected to follow the hours and schedule of their placement agencies. Thus,
students requesting spring internships do not have spring vacations consistent with the University
schedule. Rather, spring interns follow the work schedule of their internship placement. Other
holidays (e.g., Thanksgiving) likewise are contingent on the schedule of the placement agency.
Because the experience is full-time, students may NOT enroll in concurrent coursework without

obtaining prior written approval from the Department of Health Science Chairperson and their

agency supervisor. Approval of the Department Chairperson must be obtained no later than one
semester (excluding summer) prior to the intended internship experience. Approval by the agency

supervisor is granted on the Internship Agreement form (see Appendix E) in this Handbook.
4



The Internship in Community Health Education is graded as satisfactory or unsatisfactory. To
achieve a satisfactory grade, students must complete requirements specified below. Students must
also conduct themselves in a manner consistent with the UniveNBR A 1 8 Q& [/ 2 RS 2 F

(http://www.towson.edu/studentaffairs/policies/conduct.asp). In addition, they are expected to

work with their agency supervisor to establish objectives for the internship and demonstrate
appropriate skills and progress in meeting those objectives. To the extent possible, the experience
will incorporate opportunities for students to display their abilities in program planning, evaluation,
communication (written and verbal), understanding group process, and leadership. Students will

complete all assignments required by the agency and the University professionally and on time.

ELIGIBILITY FOR INTERNSHIP

Only students who successfully complete all requirements and procedures for the Community
Health Education Internship will be considered for an internship placement. Applicants for the
internship must be in good academic, financial, and disciplinary standing with the University.
Failure to do so will preclude a studentQ @gistration for the Internship in Community Health

Education.

Dual concentration students will not be placed until they have finalized their PRAXIS | status. Dual
students who have not passed the PRAXIS | at least one semester (excluding summer) prior to their
internship experience will be considered full semester Community Health Education Interns and
will be required to complete a 14-week internship placement. Dual concentration students may
NOT attempt the PRAXIS | during the semester immediately before or during their internship

experience.


http://www.towson.edu/studentaffairs/policies/conduct.asp

Students will be placed with only approved agenciest A G SR 2y (KS 5SLI NIYSYyi(Q

(http://www.towson.edu/healthscience/healthed/internships/sites.asp). Students who desire

placements in as yet unapproved agencies must initiate the appropriate review process at least one
full semester (excluding summer) before their intended internship. Details regarding this process

can be secured from the Internship Coordinator.

Summer internships will be granted only in the case of documented student hardship.
Documentation must be on official letterhead and in original form (e.g., acceptance to graduate
school; offer of employment). All materials must be submitted to the Department Chairperson,
whose decision it will be to permit a summer internship. Requests for summer internships must be

submitted at least one academic term before the desired summer experience.

No courses of any kind (e.g., General Education, Health Science requirements, courses applicable to
minor) may be taken by interns during the semester of the internship without prior written
permission of the Department Chairperson and agreement of the agency supervisor. Department
Chairperson permission for concurrent coursework must be secured at least one semester
(excluding summer) before the proposed internship. The Department understands that interns may
find it necessary to seek outside paid employment during their internship experience. Although the
Department has no policies prohibiting such employment, interns may not leave their internship
placements early or arrive late because of outside commitments. Outside employment also may

not interfere with any weekend or evening hours expected of the intern.


http://www.towson.edu/healthscience/healthed/internships/sites.asp

STUDENT ROLES & RESPONSIBILITIES

The internship experience is an opportunity for students to apply their undergraduate coursework
to the realities of community health education, and to further develop established and new skills
essential to such work. The student is thus expected to function as a staff member of the

internship placement with responsibilities commensurate with his/her capabilities.

The student intern is full-time as defined by the placement agency (approximately 40 hours per

week). Deviation from this policy must be discussed and approved by both the agency and

University faculty supervisors. . S&@ 2y R | RKSNAyYy3 (2 GKS LI I OSYSyiQa
is expected to honor all policies and procedures that apply to professional and administrative staff

members of the placement. Students may be required to meet additional requirements specific to

the internship agency (e.g., securing additional insurance, a criminal background check, specific

immunizations)® LG A& (GKS &adGdzZRSyidQa NB A&+kpecficreqirdmientsii @ G2
must be fulfilled prior to the internship to assure a timely and seamless start to the experience.

Students also are required to pay a mandatory $400 University fieldwork fee, in addition to tuition,

at the time of their internship.

Both the University and the cooperating agency will work with students to honor their religious
O2YYAUGYSyGaod LG Aa GKS addzRSYy (i Qa NI dbiekrefdmh 0 A f A (&
the internship with both the agency and University supervisors, and to do so within the first week

of his or her placement.



LT Aff FTYR y20 NBLR2NIOAY3I (2 62 NJ I upetvisodasiearll KS & G d
as possible on the day of the absence (if not the day before the absence). The student also must

report all absences to the University faculty supervisor, but only after communicating with the

agency supervisor. Students who miss work for three consecutive work days or more must submit

I R2 O0 AdNdhal doyushdnt®n office letterhead; fax or copy will not be accepted) to both

the agency and the University faculty supervisors on the day the student returns to the internship.

To the extent possible, time lost due to illness will be made up before the last day of the internship.

Where accommodation for missed time does not occur in the context of the internship schedule,

the student will be required to remain in the placement until providing service equivalent to the

missed hours. In the event of inclement weather, interns will maintain office hours consistent with

theagencyQa L2 f A O& @

In addition to tuition, students are expected to pay a $400 mandatory University fee as well as their

own travel expenses, parking, conference fees, etc., incurred as a result of the internship.

vdzSadA2ya o62dzi addzOK FSSa aKz2dZ R 6S RA&aOdzaaSR |
prospective placement. The agency may choose to reimburse the intern for some or all internship-

incurred expenses. However students cannot expect the internship agency to pay these fees as

GKSe NS O2YyaARSNBR LINI 2F GKS AYyGSNYyQa NBaLkRy

Interns may anticipate assignments including but not limited to: needs assessment of the
placement agencyQ & LJ2 LJtiafelbpthéntZof/hdalth education objectives for a specific
community health education program; development, implementation, and evaluation of strategies

to address an identified need; preparation of educational materials (e.g., Power Point, brochures,



displays, pamphlets) appropriate to a specific community health education program or population;

offering classes/presentations for clients of the placement agency.

To successfully complete the internship experience, it is the studey (i r@sponsibility to fulfill each of
the following requirements and to do so in a manner consistent with policies and schedules

provided to the student:

PRIOR TO INTERNSHIP

9 Attend the Departmental preinternship advising meeting (Appendix B);

 Submit mandatory documentation to establish academic preparedness for

internship;
9 Submit mandatory documentation (as applicable) of passing PRAXIS | examination;
9 Submit Internship Intent Form (Appendix C);
1 Submit Internship Site Request Form (Appendix D);
9 Submit résumé and cover letter tailored to agency of choice;
9 Meet one-on-one with Internship Coordinator to discuss placement choices;
9 Arrange and complete on-site interview with prospective internship placement;
' Submit completed Internship Placement Agreement (Appendix E);

' Obtain criminal background check and immunizations specific to agency

requirements;
9 Pay $400 University fee; and

 Read this Handbook carefully to understand all internship expectations

9



DURING INTERNSHIP

9 Adhere to all policies and procedures outlined in this Handbook, and read/follow

course syllabus to be presented at first TU internship seminar;
1 Arrange on-site conferences with agency and University supervisors;
1 Facilitate completion of the agency & dzLJS NJJ A & Zedaldadionsy Apmiidis B): U
9 Submit weekly email memos to the University supervisor;

 Maintain and submit at the end of the internship, with the agency supervisorQ a

confirming signature, weekly log of hours worked (Appendix G);

i Participate in ALL mandatory on-campus seminars. Students who miss one or more
seminars are at risk of failing internship. Students are expected to report to their
internship during that part of the business day during which the seminar is not

conducted;
9 Visit HLTH 315 for one full class period to discuss internship experiences;

9 Submit two copies of a midterm report to the University supervisor at a time

specified by the University supervisor (Appendix H);

1 Submit one copy of a final report (Appendix H) to the Internship Coordinator at the
A Y (S NJb®RdampiFs Aephihaf; and

f Submit completed Intern Evaluations (Appendices I-K)F i G KS Ay &SNy Qa

campus seminar.

To assist future interns, students also are encouraged to collect informational materials about their
placement agency for inclusion inthe 5 S LI NJi iMt&néhip ®I&s. The Department recommends
as well that students retain copies of those materials, in conjunction with samples of their work as

interns, for future professional or personal needs.
10



HEALTH SCIENCE DEPARTMENT ROLES & RESPONSIBILITIES

ltisthe 5 S LI- NJi résBoyfsibifityito confirm that Y I 2 ZdNde&required prior to the internship
are offered on a regular and accessible basis. ! LJ2 Y {1 K S paéicipdzidarSn/the fréinternship
meeting and provision of documents specified at that time, the Department will verify that the
student has successfully completed required coursework. No internship will be allowed in the
absence of such review. Students will be ineligible for internship if their academic record and/or
behavior are not in compliance with all University and Department requirements and policies. The

Department also is responsible for approval of all agencies in which internships may occur.

The5 S LJI NJi Mt&nshipQabrdinator will be available to assist students in selecting an
internship placement to maximize the likelihood of expanding their career goals and professional
competence. Once a student@Q academic records are cleared for placement, the Internship
Coordinator will assign the student to a tentative placement based onthS & { dzR Sr¢nide®oa
policy, preference, grade point average and where relevant, rationale for the placement. Final
agreement to a specific placement, however, is decided by both the student and proposed

internship agency.

Once students are cleared for internship and have selected a tentative placement, the Department

will contact the prospective agency supervisor to establishit KS aA GSQa Ay i SNBAi

supervise the prospective intern. To the extent possible, the proposed agency supervisor will
interview the student at least two months prior to the start of the proposed internship. Once the

student and placement agency agree to the placement (confirmed by submitting the completed

11



and signed Internship Intent Form [Appendix C]), the Internship Coordinator will confirm via email

that placement with the student and cooperating agency and will grant permission for registration.

The Internship Coordinator will conduct orientation meetings for students in both the
preinternship and internship phases of their program. At those sessions, the Department will
supply students with information about requirements, schedules, and other matters related to the

internship placement (e.g., Appendix B).

Once the internship experience is underway, the Department will provide ongoing assistance to
both the student and the agency supervisor. Each student will be assigned a University faculty
supervisor whose responsibility is to provide oversight, support and assistance to both the student
and placement agency. Concerns about appropriateness of internship placements or problems
encountered on-site will be directed to the University faculty supervisor. If warranted, the

5 S LI NJi Mt&nsHipQdbrdinator will work with the student, the agency and the University
faculty supervisor to address problems or, on rare occasions, to relocate the student. Any change in

internship placement must be approved and handled by the Internship Coordinator.

¢ KS a {uiiveSiyy ta€ldy supervisor, the agency supervisor, and the student will meet as
frequently as necessary to provide ongoing and coordinated supervision. The Department requires
a minimum of two visits for all half-semester (7 week) internships, and three visits for students
completing a full semester (14 week) internship. It is at the discretion of the agency supervisor,
student and University faculty supervisor whether to conduct meetings at the internship site or at

another mutually acceptable location. The Department also assumes responsibility for providing

12



on-campus seminars (on average, three per semester) for continued communication with and

professional development of Community Health Education Interns.

Finally, the Department is responsible for overseeing all evaluation activities of the internship
experience. The Internship Coordinator will discuss the evaluation instruments (Appendices F, I-K)

with students at the first internship seminar. University faculty supervisors will be responsible for
collecting on-site supervisorsCevaluations of the student. The first evaluation will be performed by

the agency supervisor N2 dzZ3 Kf @ YA RSl & { KNP dzikgardldissfthd G dzZRSy (1 Qa
Ay (G SNY &K A I @valRtteNGillicdm@rigene focal point for the University faculty

& dzLJS NIJ A & 2 Nebodh-sity visiR Aiséconh@ evaluation will occuratthe A Y 1 SNy 4 KA LIQ A
conclusion, and be discussed at the corresponding on-site meeting. Additional meetings and/or
telephone conversations among the University faculty supervisor, agency supervisor and student

will be held as needed. Based on the agency & dzLJS NJ8valdatibmEnhd University faculty

& dzLJS NIBukedv&idhE)the University faculty supervisor will submit a final grade of satisfactory

or unsatisfactory for the student. All required documents (evaluation forms, student reports, etc.)

must be received by the University faculty supervisor and/or Internship Coordinator before a grade

will be entered for the student. Failure to submit mandatory materials by required deadlines will

resultinthestdzZR Sy G Q& inkdrnshfp dxyedencél K S

13
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COOPERATING AGENCY ROLES & RESPONSIBILITIES

To be an approved internship site, an agency must submit a signed Letter of Agreement, which is

provided by the Internship Coordinator. This document establishes a relationship between the

agency and the Department of Health Science, and indicates the cooperatingl 3 Sy Oé Qa F INBSY
to the roles and responsibilities as outlined in this Handbook. All approved placement agencies

provide community health education experiences at a level consistent with the capabilities of a

Bachelor degree-prepared student (see Appendix L for bachelor-level competencies according to

the National Commission for Health Education Credentialing). Placement agencies agree to provide

the student with direct supervision by a staff member who has both educational and professional

experiences appropriate to the position. The agency supervisor must have worked in the

internship placement agency for at least one year.

The cooperating agencyQ i@sponsibilities include, but are not limited to:

9 Providing the Department with up-to-date descriptions of the placement site and internship

expectations;

1 Maintaining an active Letter of Agreement and assuring agency can meet all terms specified
in the Letter of Agreement. In addition, the agency must notify the Internship Coordinator if

additional terms must be met by the University, student, and/or faculty;

i Providing prospective interns with the opportunity for on-site interview. In this meeting, the
agency will inform the prospective intern of the expected work day/week, reimbursement
policies, mandatory immunizations, travel expectations, requirements regarding
authorization for employment in the United States, parking, criminal background checks,

drug screens, or other details specific to the internship placement;

14



Providing appropriate guidance and professional supervision for the intern. To the extent
feasible, cooperating agencies will help the student obtain additional opportunities for
learning. The on-site supervisor will orient the student to the agency. If feasible, the agency

will work with students to form liaisons with other agencies;

Providing an array of professional experiences (see Appendix L for the responsibilities and
competencies that the Department of Health Science hopes to foster in interns). To the
extent possible, the cooperating agency will identify opportunities for the student to

perform independently as well as ones in which the student functions as part of a working

group,;

Maintaining regular communication with it K S & GfataRtSsyparedér and, as warranted,
Internship Coordinator. ¢ KA & O2YYdzyAOF A2y AyOfdzRSa GKS 3
in two or three visits (contingent on the duration of the internship) with the student and

University faculty supervisor, and completion of internship evaluations;

Assuring appropriate work environment. The agency will provide physical facilities

necessary to accommodate students (e.g., desk space, telephone, computer); and

Confirming reimbursement policy. Consistent with agency practice, students will be
reimbursed for job-related travel or other expenses according to agency policies. If no
agency policy exists to reimburse for mileage, meeting attendance, parking, etc., the
cooperating agency will make this known to the prospective intern during the prospective

AYGSNYyQa AydSNDASS
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APPENDIX A

DEFINITION OF TERMS

Agency supervisor: individual designated by the placement agency with experience and
educational background appropriate to oversee intern activities; has been oriented to the
Community Health Education internship program and its requirements; provides daily supervision
and guidance to intern within the agency and serves as the person to whom the intern reports;

known also as on-site supervisor

Dual concentration: undergraduate student with emphases in both Community Health Education
and School Health Education; required to complete at least half-semester (7 week, 6 credit)

internship but encouraged to complete full semester internship

Internship: full-time experience for academic credit in a community health education setting
intended as the capstone to undergraduate education in Community Health Education; may

include full-semester or half-semester student commitment; known also as fieldwork

Intern: undergraduate in Community Health Education (or dual concentration in both School and
Community Health Education); must have completed mandatory coursework and all other
requirements pursuant to the major; for duration of internship, full-time staff member of the

internship placement agency

17



Internship Coordinator: faculty member designated by the Health Science Department to oversee

internLJ F OSYSyYy i LINRPOS&aaT |faz2 NBalLRyaiaoftsS F2NJI AyaSs
placements, or other administrative matters related to the internship program; conducts all

preinternship and internship seminars; assigns and works with University faculty supervisors to

O2Y FTANXY AYyiUSNYyaQ &adzO0SaaT dzinfobdGtNdFaBot)laceménss; | Yy R G 2

locates and secures new potential placement sites for students

University supervisor: faculty member designated by the Health Science Department to maintain

contact with interns and their agency supervisors, and to assure & i dzR &wigletio of University
requirementsT G 2NJ a GAGK LYGSNYyakKALl / 22NRAYFG2NI G2 | &
internship experiences; as needed, serves as liaison between the Department, the student, and the

internship agency/on-site supervisor

18



APPENDIX B

COMMUNITY HEALTH EDUCATION INTERNSHIP
PREINTERNSHIP SCHEDULE
(SAMPLE)

Preinternship meetings
(Students must bring
signed DPR and
faculty memo)

21 September, 3:30-4:30 p.m.
Sheets Conference Room

Burdick 148

OR

22 September, 1:00 - 2:00pm
Sheets Conference Room

Burdick 148

Students anticipating a Spring 2010 internship must attend either one of the above sessions. Prior

to attending the preinternship meeting, students must have met with their faculty advisor to
obtain and review their Departmental Progress Report (DPR).

To participate in the preinternship meeting, students must (a) bring with them their Department
Progress Report (DPR) and a note from their faculty advisor (preferably written directly on the DPR)
establishing that the student is eligible for internship upon completion of courses in which s/he is
currently enrolled and (b) review ¢ before the preinternship meeting ¢ the list of internship sites
available online at the Department website http://www.towson.edu/healthscience/healthed/

internships/sites.asp and bring with them a list of their top three choices. Students who do not
fulfill both requirements will not be guaranteed internship placement for the term requested.

Students who are "Dual" concentrations who intend on being placed in the community health
setting for half of the semester MUST also bring evidence of successful passing of the PRAXIS | or
evidence of PRAXIS | waiver based on SAT scores to the preinternship meeting. Students on
disciplinary or academic probation are NOT permitted to participate in a community health

internship.
b2GSY 'ff RdzS RF(GSa
Site request form due to Dr. Jackson

Mandatory individual 15 minute meetings
to discuss placement choices

Dr. Jackson will contact (by email) prospective
interns to inform them of tentative placement

Deadline to request agency changes

I NE Wy 2
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25 September, 12 noon

28 & 29 September

2 October, 12 noon

5 October, 12 noon

w

e


http://www.towson.edu/healthscience/healthed/%20internships/sites.asp
http://www.towson.edu/healthscience/healthed/%20internships/sites.asp

Cover letter and resume (submitted by email) 9 October, 12 noon
due to Dr. Jackson

Dr. Jackson authorizes (by email) contact for interview 12 October
Students arrange and hold interviews 12 October - 6 November
Completed Internship Interview Form due to 13 November, 12 noon

Internship Coordinator

Students will receive permits for registration from the Internship Coordinator only after
submitting their completed Interview Form.

Inform Dr. Jackson of any failing class performance 11 December, 12 noon

Students who fail courses at this point in the internship placement process will receive additional
academic review by the Department Chairperson. Depending upon the outcome of that review,
the student may be prohibited from registering for an internship for the intended semester.

Internship begins first day of spring 2010 semester

Faculty are responsible for planning, developing, and implementing curriculum for programs of
study that are reflective of the needs of the field and the certifying and accrediting bodies of our
disciplines. The Community Health Internships are part of the curriculum in the majors. The sites
that participate in these Internships have been reviewed and approved for inclusion in our
curriculum by the Community Health Internship Coordinator of the Department of Health Science.

All sites must sign a Letter of Agreement with the Department of Health Science, a legal document
that stipulates how the Internship Site will be providing an educationally appropriate setting for our
students. This document can only be signed by University officials. Students are not legally allowed
to enter into negotiations with potential internship sites.

All information above relates only to Community Health Education Internships. Dr. Wengert will
distribute comparable material for those participating in Student Teaching.

20



N APPENDIX C:

T?\X}{{SSQN COMMUNITY HEALTH EDUCATION
INTERNSHIP INTENT

Name:

Student ID:

Home Address:

School Address:

Telephone(s) (specify if home, work, cell, etc.):

Email Addresses (list only those at which you can receive personal email):

Intended semester/year for internship:

Community Health Education concentration OR Dual concentration
If Dual concentration, preferred internship: block |
block Il

I have been informed that both Community Health Education interns and Student Teachers must pay a lab
fee of no less than $400 for their practicum semester along with regular tuition.

Signature date
Attached are:
Advisor-Signed DPR Confirmation of PRAXIS status Top 3 placement choices

21



N APPENDIX D:

T?\l\fv\ﬁssgN COMMUNITY HEALTH EDUCATION
INTERNSHIP SITE REQUEST FORM

Name:

Student ID:

Telephone(s) (specify if home, work, cell, etc.):

Email Addresses (list only those at which you can receive personal email):

Intended semester/year for internship:

Community Health Education concentration OR Dual concentration
If Dual concentration, preferred internship: block |
block Il
Choice #1:

Y Rationale:

Choice #2:

I Rationale:

Choice #3:

Y Rationale:

22



\ APPENDIX E:
TOWSON UNIVERSITY
TOWSON

UNIVERSITY DEPARTMENT OF HEALTH SCIENCE
COMMUNITY HEALTH EDUCATION INTERNSHIP

PLACEMENT AGREEMENT
has concluded an interview with me,
Printed Student Name
, regarding placement in my agency,
Agency Supervisor Name
, as an intern for the
Agency Name

academic semester. | understand this internship will be for:

Please check only one:
full semester (14 weeks, 450 hours minimum)
Block | only (7 weeks, 225 hours minimum, to begin at start of academic term)
Block Il only (7 weeks, 225 hours minimum, to begin midway through academic term)

This placement is:

acceptable (please complete the rest of this form)
unacceptable

a. The Department of Health Science understands that workloads are unpredictable. We
nonetheless are required to confirm that all placements are able to provide a minimum of
450-500 hours (for full semester) or 225-250 hours (single block) internship experience.

The anticipated work week (hours/day and days/week; include evenings, if applicable) is:

b. Sufficient room exists on-site for the student to have a work space appropriate for the
duration and nature of the fieldwork experience.

yes no (placements that require students to
work from home will not be allowed)

c. The Department discourages students from enrolling in coursework while completing their
internships. On rare occasions, student circumstances require the simultaneous enroliment.

The student has informed me that s/he will not be enrolled in coursework.
The student has informed me that s/he will be enrolled in

23



If the student will be enrolled in simultaneous coursework, the student has informed me the
anticipated time(s)/day(s)s of this coursework will be:

The internship placement requires prior completion of a Criminal Background Check.

yes no

The internship placement requires specific immunizations.
yes no

If yes, please list:

The internship placement requires student identification which verifies his/her
authorization for employment in the United States.

yes no
The internship placement has additional requirements (e.g., parking fees, night/weekend
travel, drug screen).

yes no

If yes, please list:

By signing this form, we agree that the intended placement is acceptable to both parties.

Student Signature Date

Agency Supervisor Signature Date

Should it be necessary to modify the intended placement, please contact:

Dr. Theresa Jackson

Coordinator, Community Health Education Internship Program
Towson University Department of Health Science
410.704.3865 (phone)

tkjackson@towson.edu (email)

Completed forms must be returned to Dr. Jackson by the date specified at the Preinternship Meeting. Forms may be
returned via mail or fax (410.704.4670) sent care of Dr. Jackson’s attention.

24


mailto:tkjackson@towson.edu

A

APPENDIX F:

TOV\/SON AGENCY SUPERVISOR

UNIVERSITY

EVALUATION OF INTERN

Agency{ dzZLISNIDA a2 NRa bl YSY

Agency Name:

{GdzRSy (1 Qa bl YSY

Date:

Evaluation type (check one): Midterm Final

Please use the following scale when completing the evaluation:
5 = SUPERIOR for an entry level health educator
4 = SLIGHTLY BETTER than an entry level health educator
3 = ACCEPTABLE for an entry level health educator
2 = SLIGHTLY LESS than an entry level health educator
1 = SERIOUSLY DEFICIENT
NA = NOT APPLICABLE/NOT OBSERVED

GENERIC PROFESSIONAL SKILLS 5

NA

Able to access, use, evaluate current/reliable health resources

Exhibits grant writing skills

Demonstrates word processing skills

Able to read, interpret and use research information

Demonstrates problem solving skills

Develops appropriate educational materials

Uses audiovisual equipment skillfully and appropriately

Demonstrates teaching skills

O 0 IN U W N

Demonstrates promotional/publicity skills

=
o

. Uses knowledge of learning styles in development of presentations

[ER
=

. Displays sensitivity to individual differences

[EEY
N

Knows how and where to refer clients/students for further help and information
within organization guidelines

13.

Develops a professional network

14.

Shows a positive work attitude and ethic

15.

Demonstrates willingness to work beyond minimum expectations

16.

Displays professional appearance appropriate to the organization

17.

Conforms to negotiated work hours

ORGANIZATIONAL SKILLS 5

NA

18.

Develops goals and objectives before beginning a project

19.

Uses effective and appropriate strategies to meet objectives

20.

Develops/selects appropriate evaluation and assessment plans

21.

Completes tasks in timely fashion

22.

Establishes priorities for completion of responsibilities

23.

Realistically estimates realistically time needed to complete tasks

24,

Exhibits competency in teaching/presentations (e.g. starting session, distributing

materials, pacing remarks)
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COMMUNICATION SKILLS

NA

25.

Demonstrates logical, clear and organized writing skills

26.

Exhibits letter/memo writing skills

27.

Follows appropriate email etiquette

28.

Spells accurately

29.

Listens to instructions with comprehension

30.

Adheres to instructions

31.

Displays positive/accepting body language

32.

Responds appropriately to questions from clients/students

33.

Responds appropriately to question from staff/peers

34,

Initiates conversation/interaction with clients/students

35.

Initiates conversation/interaction with staff/peers

36.

Participates effectively in small/large groups as member

37.

Participates effectively in small/large groups as leader

PERSONAL ATTRIBUTES

NA

38.

Exhibits confidence in professional ability

39.

Shows respect for clients/students/colleagues

40.

Interacts appropriately with colleagues

41.

Demonstrates culture, gender, and racial sensitivity

42.

Interacts in nonjudgmental manner

43.

Shows tact

44,

Demonstrates dependability

45.

Shows ability to interact with diverse audiences

46.

Responds appropriately to constructive criticism

47.

Uses appropriate organizational resources (e.g., supervisors, materials, technology)

48.

Demonstrates ability to be self starter

49.

Takes appropriate level of risk

50.

Identifies work opportunities and tasks to accomplish

51.

Demonstrates creativity

52.

Demonstrates ability to operationalize ideas

53.

Demonstrates positive/assertive attitude

Overall Evaluation

54. My overall evaluation of this student: 5 4 3

55. If you had a position available for this student would you consider hiring him/her?

56. What additional suggestions do you have for preparing this student for a position in

Yes No

community health?

Thank you for completing this evaluation.
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A
T O\/\/S ON APPENDIX G:

UNIVERSITY COMMUNITY HEALTH EDUCATION
INTERNSHIP WORK HOURS LOG

Please print or type legibly

Intern Term
Internship Site Agency Supervisor
Week Beginning | Monday Tuesday Wednesday | Thursday Friday Saturday Sunday Total

Total Hours Worked:
I verify that the hours listed above are accurate.
LydSNyQa {A3yl GdNBYYYYueeeyepyueyyyaey buuypyy ey ey gy
Agency{ dzZLISNIFA A2 NDA { A3y GdNBY YWY YW P Yiated YUYy Yoy Y Py Yy g
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APPENDIX H:

COMMUNITY HEALTH EDUCATION
INTERNSHIP REPORTS

MIDTERM REPORT
{dzo YAGGSR YARgI @ GKNRAAK { KSmirdniurdzRSpegdsQa Ay (0 SNY a K
typed. No page limit exists for agency-prepared materials which students may include as needed.

The content is to be an AGENCY REVIEW. In this midterm paper, the student will:

A. Identify, define, and describe the internship agency in terms of its purpose, goals,
objectives and activities

B. Describe the internship agency in terms of an organizational flow chart. The flow chart
should be constructed to illustrate communication patterns within the organization, as
well as key personnel, their job titles and description of their duties.

C. Identify where the intern ¢fits¢ A Y i 2 (SKat® holv ah&witDwehd@m the intern
communicates for supervision, guidance, etc. (i.e., critical communication pathways for
the intern)

D. Describe the A Yy (i &ddll, 6bfctives, and responsibilities within the placement agency.

Two copies of the midterm report are due to the A Y (I SUNJEr€dt supervisor on a date
determined by the faculty member. The University Supervisor will determine whether the report is
written in appropriate professional language and responds to all report requirements. It is at the

discretion of the University supervisor to require revisions until the report is deemed acceptable.
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FINAL REPORT
¢CKS AYUOSNYyQa CAyYylf wSLI2NI A& &dzo Y Afinalios-eampus2 G K S
seminar. For Dual concentration students completing their internship in Block I, the report will be
giventothefl Odzf (& & dzLJS NIJA & Brhite koiiferdhdé. Snterd¢dibsaibdfic®a FA Y |
analysis of the & (i dzR Svyfrall Rt@rnship experience, text will be a minimum of 5 pages (typed)
with no limit to addenda students may elect to include. This Final Report must provide the internQ a
reflections on issues detailed below and in the order given:

A. PlacementagencyQ a Y AirglddihgZeflection on the extent to which the agency is

working to achieve its mission

B. Orientation provided by agency to responsibilities as an intern

C. Overviewof A Yy (i Sd¥gties&n-site

D. Experiences in planning (e.g., activities, programs)

E. Experiences in administration (e.g., program implementation, leading meetings)

F. Experiences in evaluation (e.g., pre/post test assessments)

G. Ability to meet demands of the internship (e.g., deadlines, workload, etc.)

H. Interactions with agency supervisor, University supervisor, fellow workers

. Perceptions2 T @ K S (i K SoNdibatignd edfd@tBwhile and appreciated

J. 6P2 & A U ok BeSndenship experience

K. Areas for improvement in the internship experience, including specific suggestions for the

future
L. Value of internship experience T 2 NJ A fftiréSalNaldénunity health education

professional

29
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Late or incomplete reports will not be accepted. The Internship Coordinator will determine

whether the report is written in appropriate professional prose and responds to all report
requirements. It is at the discretion of the Internship Coordinator to require revisions if the

report is deemed unacceptable. At the discretion of the Internship Coordinator in consultation

with the University supervisor, students will receive the final 3 NJ' R ISconpBte¥ BAND  F 2 NJ
their internship experience in the event of an unsatisfactory Final Report or unsatisfactory

performance of other internship responsibilities.

30



~
TOWSON

UNIVERSITY COMMUNITY HEALTH EDUCATION
INTERN EVALUATION OF AGENCY

APPENDIX I:

This evaluation form is to be completed by the student intern. It will be placed in the corresponding
Department file for the purpose of evaluating the agency for future internship placements.

Date:

Ly (0 SWaE:Q &

Agency Supervisor:

Agency:
Check one: Block | Block Il Full
Check one: Fall Spring

Average #hours/week:

How would you rate your experience with this agency as a learning experience? Circle one.
Excellent Good Average Fair Poor

Why?

WKE G FNB GKS [|addaliyt@shpdlacémen®S y 3 G K &

What areas deserve further development to improve the internship placement?
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What are the agency supervisor(sV Q & (I?NBy 3 K &

What changes do you recommend to improve agency supervision of the intern?

What agency experience(s) was most valuable to you as an intern?

What experience(s) do you wish you had as an intern with this agency?

Other comments:
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TOWSON

UNIVERSITY COMMUNITY HEALTH EDUCATION
INTERN EVALUATION OF AGENCY SUPERVISOR

APPENDIX J:

Agency{ dzZLISNIDA a2 NRa bl YSY

Agency Name:

{GdzRSy (1 Qa bl YSY

Date:

Please check the most appropriate box for each item.

Excellent Average
5 4 3

Poor

Agency supervisor discussed the agency at the
time of the interview

Agency supervisor provided written information
on the agency at the time of the interview

Intern assignments/projects were discussed by
intern & supervisor

Intern assignments/projects were agreed upon
by both intern & supervisor

Agency supervisor offered constructive advice in
completing assighments

Agency supervisor offered appropriate support
for intern projects

Agency supervisor was willing to enhance
AYyiSNyQa SEAAGAY3T &1 A

Agency supervisor was willing to listen to intern

Agency supervisor encouraged intern to work
independently

Agency supervisor provided professional role
model

Agency supervisor aided intern in transition from
student to professional role

Agency supervisor was available for guidance

Overall effectiveness of agency supervisor

Additional comments:
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TOWSON

APPENDIX I:

UNIVERSITY COMMUNITY HEALTH EDUCATION

University supervisor: Date:

Directions: Circle the number that represents the degree to which you agree with each statement.

INTERN EVALUATION OF DEPARTMENTAL CONTRIBUTIONS

DO NOT SIGN YOUR NAME

Please use the following scale in your responses:

5

RN Wb

strongly agree

agree

neither agree nor disagree
disagree

strongly disagree

NA not applicable

Completed forms will be returned to the Internship Coordinator at the final seminar of the semester.

University Supervisor

1. University supervisor remained in sufficient contact with intern and agency 5
supervisor throughout the experience

2. On-site agency conferences were productive 5
3. University supervisor offered constructive advice 5
4. University supervisor understood problems encountered by the intern 5
5. University supervisor was professional in his/her relationship with the intern & 5

agency supervisor

6. Each on-site conference was of sufficient duration 5

University supervisor was supportive ofthe A Y 1 SNy Q& STFF2NI a 5

responsibility within the placement site

On-site conferences were of sufficient number to enable the University 5

supervisor to understand project(s) underway

University supervisor encouraged the intern to contact him/her when necessary 5

and was available when needed

34
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NA

NA

NA

NA

NA

NA

NA

NA



Internship Coordinator

10. Internship Coordinator provided clear and timely direction throughout agency 54321 NA
placement process

11. Internship Coordinator provided timely response to questions/problems 54 321 NA
throughout the internship

Additional Comments for University Supervisor:

Additional Comments for Internship Coordinator:
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APPENDIX L:

NATIONAL COMMISSION FOR HEALTH EDUCAITON CREDENTIALING, INC.
(NCHEC) COMPETENCIES FOR HEALTH EDUCATORS

RESPONSIBILITY I: Assess Individual and Community Needs for Health Education

Competency A: Access existing healthCrelated data
1. Identify diverse healthCrelated databases
2. Use computerized sources of healthCrelated information
3. Determine the compatibility of data from different data sources
4. Select valid sources of information about health needs and interests

Competency B: Collect healthCrelated data
1. Use appropriate data¢gathering instruments
2. Apply survey techniques to acquire health data
3. Conduct healthcrelated needs assessments
4. Implement appropriate measures to assess capacity for improving health status

Competency C: Distinguish between behaviors that foster and hinder wellCbeing
1. Identify diverse factors that influence health behaviors
2. Identify behaviors that tend to promote or compromise health

Competency D: Determine factors that influence learning
9 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

Competency E: |dentify factors that foster or hinder the process of health education
1. Determine the extent of available health education services
2. ldentify gaps and overlaps in the provision of collaborative health services

Competency F: Infer needs for health education from obtained data
1. Analyze needs assessment data

RESPONSIBILITY IlI: Plan Health Education Strategies, Interventions, and Programs

Competency A: Involve people and organizations in program planning

Identify populations for health education programs

Elicit input from those who will affect or be affected by the program

Obtain commitments from individuals who will be involved

Develop plans for promoting collaborative efforts among health agencies and organizations
with mutual interests

PwnNPE
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Competency B: Incorporate data analysis and principles of community organization

Use research results when planning programs

Apply principles of community organization when planning programs

Suggest approaches for integrating health education within existing health programs
Communicate need for the program to those who will be involved

PwnNPE

Competency C: Formulate appropriate and measurable program objectives
1. Design developmentally appropriate interventions

Competency D: Develop a logical scope and sequence plan for health education practice
1. Determine the range of health information necessary for a given program of instruction
2. Select references relevant to health education issues or programs

Competency E: Design strategies, interventions, and programs consistent with specified objectives
9 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

Competency F: Select appropriate strategies to meet objectives
1. Analyze technologies, methods and media for their acceptability to diverse groups
2. Match health education services to proposed program activities

Competency G: Assess factors that affect implementation
1. Determine the availability of information and resources needed to implement health
education programs for a given audience
2. Identify barriers to the implementation of health education programs

RESPONSIBILITY lll: Implement Health Education Strategies, Interventions, and Programs

Competency A: Initiate a plan of action
1. Use community organization principles to facilitate change conducive to health
2. Pretest learners to determine baseline data relative to proposed program objectives
3. Deliver educational technology effectively
4. Facilitate groups

Competency B: Demonstrate a variety of skills in delivering strategies, interventions, and programs
1. Use instructional technology effectively
2. Apply implementation strategies

Competency C: Use a variety of methods to implement strategies, interventions, and programs
1. Use the Code of Ethics in professional practice
2. Apply theoretical and conceptual models from health education and related disciplines to
improve program delivery
3. Demonstrate skills needed to develop capacity for improving health status
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4. Incorporate demographically and culturally sensitive techniques when promoting programs
5. Implement intervention strategies to facilitate healthcrelated change

Competency D: Conduct training programs
1 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

RESPONSIBILITY IV: Conduct Evaluation and Research Related to Health Education

Competency A: Develop plans for evaluation and research
1. Synthesize information presented in the literature
2. Evaluate research designs, methods and findings presented in the literature

Competency B: Review research and evaluation procedures
1. Evaluate datacgathering instruments and processes
2. Develop methods to evaluate factors that influence shifts in health status

Competency C: Design data collection instruments
1. Develop valid and reliable evaluation instruments
2. Develop appropriate dataCgathering instruments

Competency D: Carry out evaluation and research plans

Use appropriate research methods and designs in health education practice
Use data collection methods appropriate for measuring stated objectives
Implement appropriate qualitative and quantitative evaluation techniques
Implement methods to evaluate factors that influence shifts in health status

PwwnNPE

Competency E: Interpret results from evaluation and research
1. Analyze evaluation data
2. Analyze research data
3. Compare evaluation results to other findings
4. Report effectiveness of programs in achieving proposed objectives

Competency F: Infer implications from findings for future healthcrelated activities
1 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

RESPONSIBILITY V: Administer Health Education Strategies, Interventions, and Programs

Competency A: Exercise organizational leadership
1. Conduct strategic planning
22V yFtel S GKS 2NBIFIYATFGA2y Q& Odz GdzZNB Ay
3. Promote cooperation and feedback among personnel related to the program
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Competency B: Secure fiscal resources
9 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

Competency C: Manage human resources
1. Develop volunteer opportunities

Competency D: Obtain acceptance and support for programs
1 This Competency is related to an advanced level of practice and may not have occurred in
this experience.

RESPONSIBILITY VI: Serve as a Health Education Resource Person

Competency A: Use healthCrelated information resources

Match information needs with the appropriate retrieval systems

Select a data system commensurate with program needs

Determine the relevance of various computerized health information resources
Access health information resources

Employ electronic technology for retrieving references

uhwWwnN e

Competency B: Respond to requests for health information
1. Identify information sources needed to satisfy a request
2. Refer requesters to valid sources of health information

Competency C: Select resource materials for dissemination
1. Evaluate applicability of resource materials for given audience
2. Apply various processes to acquire resource materials
3. Assemble educational material of value to the health of individuals and community groups

Competency D: Obtain acceptance and support for programs
1. Analyze parameters of effective consultative relationships
2. Analyze the role of the health educator as a liaison between program staff and outside
groups and organizations
Act as a liaison among consumer groups, individuals and health care providers
Apply networking skills to develop and maintain consultative relationships
5. Facilitate collaborative training efforts among health agencies and organizations

W

RESPONSIBILITY VII: Communicate and Advocate for Health and Health Education

Competency A: Analyze and respond to current and future needs in health education
1. Analyze factors (e.g., social, cultural, demographic, political) that influence decision¢makers

Competency B: Apply a variety of communication methods and techniques
1. Assess the appropriateness of language in health education messages
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Compare different methods of distributing educational materials

Respond to public input regarding health education information

Use culturally sensitive communication methods and techniques

Use appropriate techniques for communicating health education information

Use oral, electronic and written techniques for communicating health education
information

7. Demonstrate proficiency in communicating health information and health education needs

ok wWwnN

Competency C: Promote the health education profession individually and collectively
1. Develop a personal plan for professional development

Competency D: Influence health policy to promote health
1. LRSYyGATFTe (GKS aA3IYAFAOFIYOS YR AYLIX AOFIGA2ya
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