










      Fall, 2009
Congratulations!  
You are on your way to an internship!  This packet contains all of the forms and information that you will need to complete your online field application.  Please read it carefully!   Here is a summary of what is included:
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Prerequisites for Field Instruction: Prerequisites for field 




are listed.  Please make sure you qualify for field before going to the 




trouble of completing an application.  

Pages 3 and 4 
Application for Field Placement: Complete online and attach a picture.
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Field Placement Planning Worksheet: Complete online.  Allows you to plan for field.you to plan for field.

Page 6
Guidelines for Cover Letter: Provides information that you need to complete your cover letter.
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Guidelines for Resume: Provides information for completing your 




resume.
____________________________________________________________

Please Note: Only complete applications will be processed.  Please make sure that you are eligible for field and that your application is complete by using the checklist below:

Online Application Form including:

· _____ a recent picture

· _____ Field Placement Planning Worksheet

· _____ Cover letter
· _____ Current Resume

Field applications are accepted on a rolling basis from November 1st – December 1st 2009
Students must meet all of the following prerequisites before they may be assigned a field placement:

1. Complete SOWK 260, SOWK 388, and SOWK 397 with a grade of "C" or better in each course.

2. Have a cumulative Grade Point Average at least 2.5 by the end of the spring, 2010 semester.  Trans​fer grades will be com​bined with UMBC grades in order to calculate your cumulative GPA.  For assistance with calculating your overall GPA, please see:

http://www.back2college.com/gpa.htm.   Students who are on academic probation, suspension or dismissal are ineligible for field.
3. Have a GPA of 2.5 in Social Work courses by the end of the spring, 2010 semester.
4. Plan to graduate within three semesters of beginning field education: in May, August, or December of 2011.
5. Have the approval of the Social Work Faculty.
Other pertinent information regarding field instruction:

· All students are required to remain in field 16 hours per week during the winter session.  Since you will be working with the actual clients at your agency, a break from mid‑December until late January or early February would not be in the best interests of your clients.

· All students in field education are required to participate in a group malpractice insurance plan.  You will be billed through the UMBC Accounting Office.  In recent years, the cost has been approximately $25.00 for the academic year. 

· Students will need to obtain permission from the Social Work Program prior to registering for field instruction.  
 

· Students do not locate their own field placements; however, we welcome your input and suggestions. The Social Work Program will arrange your placement.  Note: The department does not arrange evening and weekend placements.     
· Field instructors must have a Master's Degree in Social Work plus two years post-master's practice experience and must have been in the agency at least six months.  

· Students will receive a referral letter in spring or early summer.   The referral letters will instruct each student to contact their assigned agency for an interview.  
Please complete the field placement application (which is similar to the form below) on line at:
UMBC.edu/socialwork.  Select “Field Education” and then “Apply for a field placement”.  This application 

will be used to plan an appropriate field placement for you.
 Field applications for the 2010/2011 academic year will be accepted on a rolling basis from 

November 1st 2009 thru December 1st 2009.  
NAME_________________________________________   CLASSES:   MAIN CAMPUS  (      SHADY GROVE  (     
CURRENT ADDRESS (this semester)

   PERMANENT ADDRESS




STREET:________________________________
    STREET:___________________________________
CITY:__________________________________  
    CITY:______________________________________
              
STATE:_______
ZIP____________

    STATE:_______
ZIP____________
CONTACT INFO:






HOME PHONE:
______________
WORK PHONE:______________
CELL PHONE:________________

CAMPUS EMAIL:_______________________     
  OTHER EMAIL:_______________________________
IMPORTANT NOTE:  FOR ANY CHANGES TO YOUR ADDRESS OR PHONE NUMBERS, PLEASE REMEMBER TO CONTACT THE SOCIAL WORK OFFICE
AT  (410) 455-2144 OR 2145 AND TO CONTACT UMBC (THROUGH “myUMBC”). 
______________________________________________________________________________________

WHAT IS YOUR MINOR AND/OR SECOND MAJOR? ________________________________________
Current GPA (including transfer grades) ________ (2.5 needed to enter field, including grades transferring from community and other colleges)
MONTH/YEAR YOU EXPECT TO GRADUATE  _________
REQUIRED COURSES TAKEN: 
( SOWK 260 
Semester:  ________________________
( SOWK 388 
Semester:  ________________________  

( SOWK 397
Semester:  ________________________
SECOND LANGUAGE SPOKEN: ____________________________ LEVEL OF FLUENCY: _________________
Will you have the use of a car for your field placement?        Yes _____   No _____
Do you have any geographic preferences or limitations for field placement?   
        Yes _____ No _____   If yes, please specify:
Please indicate any particular client populations, age groups, or types of social services agencies that 
you would like considered in planning your field placement experience.  Also, indicate if you are open to 
any field experience.

Is there a particular client population with which you would prefer not to be placed?

OTHER NOTES:
Do you have any other information that you wish to communicate regarding your request for a field 
placement?  Describe.

Do you have health insurance coverage?  


1) Yes _____   2) Company _______________________ 3) Policy #                                                 No _____

Do you have any mental or physical challenges which could interfere with your ability to perform any 


duties or functions in field?  Yes_____ No_____   If yes, please provide details. * 


*Please see the Policy for Students with Challenges in the student guide if you have a documented disability.   
Have you ever been convicted of a felony?  Yes** _____ No _____      
**Students who indicate on the application that they have a prior felony conviction will be asked to supply documentation on the nature of the offense and the disposition.

Students may have conditions placed on them such as restrictions on choice of area of study and field placements related to the nature of the felony conviction.  Certain field placement agencies require a criminal background check as well.

Students are also advised that the Professional Standards Committee of the Maryland Board of Social Work Examiners may refuse to issue a license or certificate of registration to any person who has been convicted in this or any other state of any crime that is a felony in this state.


      Students may be automatically terminated from the field if they have not been truthful or provided inaccurate information in the application 
        concerning felony convictions.
______________________________________________________________________________________
BIRTHDATE ______________  GENDER  __________     Student ID: ______________________________________
EMERGENCY CONTACT INFO
NAME________________________RELATIONSHIP________________________Phone______________

Field Placement Planning Worksheet
A Social Work Field Placement is an undertaking that requires a considerable amount of time and energy: two full days per week that are often quite busy.  Even though we recognize that you have many outside responsibilities, please remember that you will be expected to be fully engaged in your field experience and that people will be depending on you.  

In order to make your experience successful and rewarding, we want to help you to plan for next year by using this form as a tool.  Please use it to map out all of the classes and commitments you have left on your path to graduation and to begin thinking about ways you can make time for this very significant new commitment.   
List your remaining UMBC requirements and minor and major course requirements in the semester columns where you plan to take them. Remember- you must graduate by Fall 2011 in order to enter the field  in Fall 10.   

	Spring 10
	Fall 10
	Winter 11
	Spring 11
	Fall 11

	
	SOWK480

SOWK 481
	Strongly encouraged NOT to schedule a class
	SOWK 482

SOWK 483
	


Family / Caretaking Responsibilities: 

Employment Responsibilities: (# of hours per week you will work and days and times of employment)

Other commitments and responsibilities that may affect your ability to participate in a field placement:
Guidelines for Cover Letter
In addition to an Application Form, students apply​ing for a field placement must complete a resume (guidelines attached), and a cover letter, which will be sent to the field instructor.   Only the resume and cover letter are sent to the field instructor; the application form is used solely by the UMBC field instruction department.

The following information should be included in your cover letter:
1. Please put your identification information at the top, including your name, address, phone and UMBC email address.

2. In the opening paragraph state why you are interested in pursuing Social Work as a career.  What do you wish to accomplish as a social worker?  (In other words, stated as broadly as possible, why do you want to be a social worker?  If your interest is stated too narrowly, you may limit possible opportunities for field placements.)



3. The second paragraph should include your skills and qualifications.  Summarize briefly any educational, work, or other experience that may have relevance to your placement in field.  Please explain what you have learned from relevant past experiences and how the resulting skills and knowledge could benefit the field placement.
4. In the third paragraph define your personal strengths and learning needs.  Consider your learning style and how you can be most successful at your field placement.  In what types of settings do you work best?  What are some characteristics that you possess that could impact your field performance?
5. The final paragraph should include a referral to your enclosed resume.  Reiterate your interest in social work and thank the reader for his/her time and consideration.
6. Add your closing salutation (Sincerely) and name at bottom.
***It is important that your typed cover letter be well-written and free of grammatical, punctuation, and spelling errors. Please limit to one or two pages.*** ____________________________________________________________________
NOTE: Your cover letter and resume are the most important parts of your application and can affect whether an agency agrees to interview you or not.  If you would like assistance or feedback regarding your resume, you can do one of the following:

At UMBC’s Main Campus
· Call the Shriver Center (410-455-2493) and ask to make an appointment with Christine Routzahn.  Bring an electronic version of your resume to your appointment.  

At UMBC’s Shady Grove Campus

· Contact Katie Leiser (301-738-6304) or (410-375-5719) or via email at leiser@umbc.edu to schedule an appointment, or contact Samantha Caruth at The Career Center.  She can be reached at 301-738-6338 or via email at scaruth@umd.edu. 
You are strongly encouraged to utilize the above resources!
GUIDELINES FOR RESUME

The primary purpose of the pre-field placement resume is for you to introduce yourself to potential future field instruc​tors. It is important that your resume be well-written and free of grammatical, punctuation, and spelling errors.  When writing a resume action verbs are needed to describe work/volunteer experience.  If you would like help locating action verbs, please refer to the following link: http://www.quintcareers.com/action_skills.html.  Below is a format that we would like you to use for your resume:
Name

Address

Phone

Email Address

Education:

University of Maryland, Baltimore County 

Baltimore, Maryland 




Major: Social Work 
Minor:  




Expected Graduation Date:  




                                    GPA 3.0/4.0 (include GPA if it is above 3.0)




List prior college(s) attended


             Location 




List area of concentration or degree earned




List dates of attendance

*List education in chronological order, most recent first.




Relevant Coursework: include relevant courses in your major and/or career field.





*Only use if space permits.

Skills:       
              *Only list bilingual skills and/or unusual computer skills.
   Work Experience:       

Your title





Dates of Employment:  month/year

 Name of Company




City, State

· List positions in chronological order, most recent first

· Give a brief description of your responsibilities (use phrases)

· Use action verbs to begin phrases describing duties-refer to handouts for suggestions.

· Indicate skills learned and any on-the-job achievements/accomplishment

   Volunteer Experience:       
               Your title





Dates of Employment:  month/year

 Name of Company




City, State

· List positions in chronological order, most recent first

· Give a brief description of your responsibilities (use phrases)

· Use action verbs to begin phrases describing duties

· Indicate skills  learned and any on-the-job achievements/accomplishment

Honors & Awards:
*If space permits.
Extracurricular Activities:


*Only list if related to the field of Social Work, such as membership in NASW, Phi Alpha or the Student Social Work Association.
Please keep your resume to one page
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