
Mentor Instructions for Completing  
CHHS S4 Field Program Field Paperwork 

Make sure you’re using Google Chrome or Firefox as your browser. 
This document is also available on the CHHS Field Practice Program website 
https://csumb.edu/hhspp/field-practice-program 
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Interview Response Form Instructions 
Please make sure to complete the Interview Response Form following the 
interview with the CHHS Intern Candidate. The response form allows us to track the 
status of students securing placements, needing time to decide, and those that are not a fit so 
returning this form is critical for the program to know the status of students and site availability. 
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https://csumb.edu/hhspp/field-practice-program
https://goo.gl/forms/tNRRobOLDsDueVLm1


 

Cal State S4 CHHS Field Learning Plan Instructions 
This form is generated by the student in the CalStateS4 database.The CHHS Field 
Learning Plan (FLP) should be completed in collaboration with the field mentor at the beginning 
of each semester. It is the clear description of the projects, activities, and expectations of the 
student intern while engaging in selected CHHS Competencies at the agency. The FLP is a tool 
for the student, the agency staff/mentor, and CHHS faculty supervisor to have clarity about the 
internship experience at the agency. The document allows students and mentors to identify 
planned assignments and projects that students will engage in at the agency in order to gain 
knowledge, skills and attitudes and choose major learning outcomes to focus on for the 
activities. The learning plan  becomes a guide for the learning opportunities and expectations for 
the student and the mentor for each semester at the agency. All parties should have sufficient 
clarity about those planned activities and experiences upon reading the document. 
 
During the remote learning requirement, it is critical that the student and mentor meet so the 
student can “share screen” with you to make revisions and additions to the learning plan. 
 

a)​ Components to review with the student: 
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b) Following a review of the draft Field Learning Agreement, the student will sign 
and submit the form which will generate a CalStateS4 email to the mentor. ​
Please make sure that you check your spam/ junk mail folder for this email and make 
sure to indicate that emails from CalStateS4 are safe! You may need to “whitelist” the 
email by talking with your IT department. Please see the helpful handout on whitelisting. 
 

 
 
c) When you choose the “click here” button, you will see the student’s Field Learning 
Agreement and be asked to sign after agreeing to each of the bullet points indicated for 
the field mentor in the document. 
 

 
 

CalState S4 Timelog Instructions 
You will receive an email from CalStateS4 when the student has submitted a time 
entry for approval.  

4 

https://docs.google.com/document/d/1WHvoa87KDD-TC92M7Ok6XraXqIDEHQQkhXrF-3t5frs/edit?usp=sharing


 

 
When you “Click here to approve now” you will see the student’s timelog.  

One Option is “Bulk Review Entries.”  
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a)​ If you choose “Bulk Review Entries,” you can select all, some, or none to 
approve the time entries. 

 
 
 
b) If you choose “Bulk Review Entries,” you can select all, some, or none to reject 
the time entry or let the student know that the time entry(ies) “Needs Update” 
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c) After choosing “Next,” this screen will appear to confirm your “approval” or 
“needs update” for the selected entries. 
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The Second Option is to “Review & Approve” Individual Entries. 

 

 
 

a)​ For Individual Entry Approval there are many opportunities for the mentor. 
You can review the details of each time entry including the date and time, 
total hours, activity notes, and Major Learning Outcomes that applied to the 
activity. You can also provide feedback in the “Leave Notes” section. The 
feedback can be viewed by the student, the faculty and the Field Program 
Coordinator. There are also options for approval, indicating need for 
change or going back to the timelog screen. You can even “Edit this Entry” 
yourself. 
 

 
 
b) If you decide to “Leave Notes” they will show up for the student, faculty, and 
Field Program Coordinator to see in their timelog. 
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c) If you decide to “Edit this Entry” you can change the date, hour, minute, or 
am/pm. The hours total is completed for you. You may also change the activity 
details or the CHHS Competencies the activities addressed. Once you have made 
the appropriate edits, make sure to choose the Green, “Save Changes” Button. 

 
 
d) At the bottom of the timelog page, you will see there are two numbers. A Total 
Hours and an Approved Hours.  

 

CalState S4 Student Evaluation 
Before the end of the semester you will receive an email from CalState S4 asking 
that you complete the Student Evaluation. 
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a)​ First, the student spends time completing a self-assessment of their 

progress over the semester by answering many of the same questions you 
will be asked. You will be able to review their responses. This is their 
self-assessment, so students are not expected to change responses when 
reviewing their evaluation with you. 
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b) After reviewing the student’s responses, you will be prompted to complete 
your portion of the student’s evaluation. 

 
 
c) You and the student will receive a confirmation email with the evaluation 
responses you provided. 
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Field Mentor Assessment of the CHHS Field Practice Program 
 
The CHHS Field Practice Program appreciates ongoing feedback from our community 
partners regarding program strengths and areas for improvement. Please complete this 
form to provide feedback: 
Field Mentor Assessment of the CHHS FPP 
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https://goo.gl/forms/uMOetjIGvg9qz4Ts1
https://goo.gl/forms/uMOetjIGvg9qz4Ts1
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