
AGENCY DESCRIPTION 
The Agency Description Assignment has two purposes.  One is to have you develop an in-depth understanding of your agency.  The second purpose is to provide a resource to be used by Lock Haven University Health and Physical Education/Sport Administration majors.
The assignment must be typed (double-spaced) and is to be submitted during the last week of the field experience.  At the conclusion of the field experience, the agency description will be placed in the Health and Physical Education Department’s field experience file.  
It is essential that the agency description include a thorough presentation of information that would be helpful to students considering this agency for a field experience.  The completed assignment will include the following:
Title Page


4 points
Provides the name and address of the agency, student’s name, agency supervisor’s name, date, and a signature line for the agency supervisor.  It is important that the agency supervisor sign the title page after reviewing and approving the final form of the Agency Description.   
Table of Contents

6 points
Provide all headings and subheadings with corresponding page numbers.
Overview of Agency

60 points
Give an in-depth overview of the agency (or department if the agency is exceptionally large).  This section must include:

Introductory Statement - Briefly describe the type of fitness, recreation, therapeutic recreation or leisure service that the agency provides.


Purpose/Philosophy - What is the mission or purpose of the agency?  What is the agency’s philosophy as it relates to providing recreation services to its clientele, etc.?

Personnel - What are the job titles of personnel with whom a field experience student might interact on a regular basis?  Give brief job descriptions for these individuals and include whether they are part-time, full-time, seasonal, and/or volunteers.  

Services - What services or activities are offered?  How are these services organized and programmed (e.g. when, where, how often, types of programs, group structures, etc.)?  Include information for the entire year.

Clientele - What populations are served (e.g., general public, youth, persons with disabilities, economically disadvantaged, etc.)?  What restrictions are there on membership?  Include numbers and any additional demographic information that is available.

Funding - What are the funding sources for the agency?  What is the relationship with respect to funding between recreation services and other aspects of the agency?  What are the major areas of expenditures, etc.?  Include budget figures for public agencies. 

Areas of Concern - What are the major areas of concern for the agency (e.g., growing demand for services, increased user fees, vandalism, legal liability issues, funding shortages, job freezes, etc.)?  How are they addressing these issues?
Summary of Field Experience Opportunities           30 points

Application Process - Include specific directions for applying for a field experience. 


Application format and deadlines for summer, fall and spring


Application form if available


Contact person, address, fax and phone numbers


Recommended time of year for internship

Field Experience Job Description


Prerequisite skills


Certifications required/desired


Course work


Texts for reference purposes
Expenses


Housing availability and costs


Transportation - public or personal


Cost of living


Special requirements - clothing, hours, stipend


Employment opportunities
    

