Social Work Internship
Field Experience Orientation Checklist
	Intern’s Name:



	Review

Date(s)
	Intern’s

Initials
	Supervisor’s

Initials

	Intern Desk/Work Area
	
	
	

	Work Schedule including Start Times, End

Times, Break Times, etc
	
	
	

	Email, Mail, Internet, Telephone System (and

etiquette)
	
	
	

	Cell Phone, Texting and Social Media Policy
	
	
	

	Access to Policy and Procedure Manual
	
	
	

	Organizational Chart/Phone Tree
	
	
	

	Agency forms and office supplies
	
	
	

	Parking Guidelines
	
	
	

	Agency Tour and Staff Introductions
	
	
	

	Agency Key/Card Key Guidelines
	
	
	

	Agency Procedure Regarding Reporting Child

Abuse and Neglect and Adult Abuse and

Neglect
	
	
	

	Agency Dress Code Policy
	
	
	

	Agency ID Badge
	
	
	

	Procedure for Calling in Sick     
	
	
	

	Procedure for Asking for Day(s) Off
	
	
	

	Procedure for Attending Agency or Community

Professional Development Opportunities
	
	
	

	Day and Time of Weekly Supervision Meeting
	
	
	

	Confidentiality Procedures
	
	
	

	Transportation of Client Procedures
	
	
	

	Home Visit Procedures
	
	
	

	Agency Rules/Policy Violations Procedures
	
	
	


Intern Signature

Date


Supervisor Signature

Date


