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Reviewing your 
Confirmation of 
Placement



EXPERIENCE YORK – REVIEWING 
YOUR CONFIRMATION OF 
PLACEMENT

View your Confirmation of 
Placement record by selecting 
“View Record” in your current 

experience.

1

Review all the 
details listed on 

your Confirmation 
of Placement 

record.

2

Placement Details
Field Instructor &

Faculty Advisor 
contact information
Integrative Seminar 

Schedule



Creating record 
forms Log of Hours

Learning Contract
Mid-point Progress Review

Final Evaluation
Reflective Paper & Faculty Advisor Summary

Student Placement & Program Questionnaire



EXPERIENCE YORK – CREATING 
RECORD FORMS

View your Confirmation of 
Placement record by selecting 
“View Record” in your current 

experience.

In the bottom, right-
hand corner of the 

Confirmation of 
Placement page, 
click on the blue 
circle and select 

“CREATE 
RECORD.”

1

2



EXPERIENCE YORK – CREATING 
RECORD FORMS

In the drop-down list, select the 
record form you would like to 

create (e.g. Log of Hours, 
Learning Contract, Mid-point 

Progress Review, Final 
Evaluation, Reflective Paper & 

Faculty Advisor Summary, 
Student Placement & Program 

Questionnaire).

3



Logging hours
Daily or weekly



LOG OF HOURS PROCESS 
FLOW CHART

Student records their Log of Hours on a daily 
or weekly basis via Experience York—

submitting their hours to their Field 
Instructor(s) for approval prior to submitting 

their Mid-point Progress Review/Final 
Evaluation

Field Instructor approves or requests a change 
to the Log of Hours  

Faculty Advisor reviews the Log of Hours on 
Experience York



EXPERIENCE YORK – LOGGING 
HOURS

1

Create a “Log of Hours” record 
form.

Input the # of 
hours, date, and 

description of 
activities 

completed.

2

Submit the log.

Your total log of 
hours will display 

here.

If you are logging your hours weekly, 
please note the additional dates for 

this log in the description box.



E-mailing Log of 
Hours for approval

Once at mid-point and again at final



EXPERIENCE YORK – E-MAILING 
LOG OF HOURS FOR APPROVAL

At mid-point and final, view your 
Confirmation of Placement 

record by selecting “View 
Record” in your current 

experience.

Select “Log of Hours –” 
on your Confirmation 
of Placement record.

1

2



EXPERIENCE YORK – E-MAILING 
LOG OF HOURS FOR APPROVAL

3
In the bottom, 

right-hand corner 
of the Log of 

Hours - page, click 
on the blue circle 

and select 
“EMAIL” > “Email 

All Hours for 
Approval.”Logged hours are marked as 

pending until approved by 
your Field Instructor(s) at 

mid-point or final.

4

Ensure the appropriate Field 
Instructor is selected and 

click “SEND EMAIL.”



EXPERIENCE YORK – E-MAILING 
LOG OF HOURS FOR APPROVAL

2

You can verify that 
you have emailed 
your Log of Hours 

for approval 
successfully below 

each log.

Sample “Approved” 
log.



Submitting the 
Learning Contract



Student initiates the process by 
collaborating with their Field 

Instructor(s) to input information in the 
Learning Contract (e.g., goals, plans for 
goal attainment) and uploads the form

Field Instructor reviews and approves the 
form on Experience York

Faculty Advisor reviews the form on 
Experience York

LEARNING CONTRACT 
PROCESS FLOW CHART

Field Education Program Assistant 
changes the form’s status from Pending 

to Approved on Experience York



EXPERIENCE YORK – SUBMITTING 
THE LEARNING CONTRACT

1

Create a “Learning Contract” 
record form.

2

Submit the form and 
inform your Field 

Instructor(s).

Upload your Learning 
Contract.



Submitting the 
Mid-point Progress 
Review



MID-POINT PROGRESS REVIEW 
PROCESS FLOW CHART

Student updates their Learning Contract if 
required and inputs a self-evaluation on their 

progress—uploading the form for review to 
the Field Instructor(s) via Experience York

Field Instructor downloads the student’s self-
evaluation and offers their ratings & feedback 

after having a discussion with the student 
about their progress—submitting the form for 
review to the Faculty Advisor via Experience 

York

Faculty Advisor reviews the Mid-point 
Progress Review on Experience York

Field Education Program Assistant changes 
the form’s status from Pending to Approved on 

Experience York



EXPERIENCE YORK – SUBMITTING 
THE MID-POINT PROGRESS 
REVIEW

1

Create a “Mid-point Progress 
Review” record form.

2

Submit the form and 
inform your Field 

Instructor(s) so they 
can complete their 

end of the Mid-
Point Progress 

Review.

Upload your self-evaluation 
for the *Mid-point Progress 

Review.

Confirm that you have 
submitted your Mid-point Log 

of Hours for approval.

*You should be building on 
the Learning Contract to 

complete the Mid-point 
Progress Review process.



Submitting the 
Final Evaluation



FINAL EVALUATION PROCESS 
FLOW CHART

Student updates their Learning Contract if 
required and inputs a self-evaluation on their 

placement experience—uploading the form for 
review to the Field Instructor(s) via Experience 

York

Field Instructor downloads the student’s self-
evaluation and offers their ratings & feedback 

after having a discussion with the student 
about their cumulative experience—

submitting the form for review to the Faculty 
Advisor via Experience York

Faculty Advisor reviews the Final Evaluation on 
Experience York

Field Education Program Assistant changes 
the form’s status from Pending to Approved on 

Experience York



EXPERIENCE YORK – SUBMITTING 
THE FINAL EVALUATION

1

Create a “Final Evaluation” 
record form.

2

Submit the form and 
inform your Field 

Instructor(s) so they 
can complete their 

end of the Final 
Evaluation.

Upload your self-evaluation 
for the *Final Evaluation.

Confirm that you have 
submitted your Final Log of 

Hours for approval.

*You should be building on 
the Field Instructor Mid-

Point Progress Review 
Upload to complete the Final 

Evaluation process.



Submitting the 
Reflective Paper



EXPERIENCE YORK – SUBMITTING 
THE REFLECTIVE PAPER

1

Create a “Reflective Paper & 
Faculty Advisor Summary” 

record form.

2

Submit the form and 
inform your Faculty 

Advisor.

Upload your Reflective 
Paper.



Completing the Student 
Placement & Program 
Questionnaire 



EXPERIENCE YORK – COMPLETING 
THE SP&P QUESTIONNAIRE

1

Create a “Student Placement & 
Program Questionnaire” record 

form.

2

Complete the survey and 
submit the form.

*We recommend that you 
complete this questionnaire 

after submitting your 
Reflective Paper.


