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Southeastern University 

                                        Social Work Program 

      Field Program 
   

Dear Student,  
  

Welcome to the Southeastern University Social Work Program. On behalf of social work 

faculty, administration, and staff, I trust you will have a successful and rewarding educational 

experience as you prepare for professional social work practice. This Manual contains all the 

information necessary for understanding and successfully navigating the field education 

program at the SEU School of Social Work.  
  

Students are expected to meet not only academic performance standards and abide by the  

Social Work Program’s Student Excellence Standards, but to evidence broader professional 

standards of behavior as well. The National Association of Social Workers’ Code of Ethics (see 

Appendix) explicates those standards. Students are expected to observe the provisions of the 

Code of Ethics in the classroom, field setting, and the community. The Manual is regarded as 

supplementary to the Southeastern University Catalog and to current School of Social Work 

curriculum materials concerning the Bachelor of Social Work (BSW) Program.  
  

The policies and procedures outlined in the Manual are guidelines intended to:  

1) Enhance the quality of learning which occurs during field placement  

2) Support the effective use of Field Education as part of the Social Work Program’s BSW 

curriculum, and  

3) Establish standards consonant with Council on Social Work Education policy and 

Southeastern University undergraduate education.  

The guidelines suggested should not supplant professional judgments nor become constraints to 

the creative use of experience in directing field learning.  
  

We hope that you find this manual a useful guide as you pursue your professional studies at 

SEU and would welcome any suggestions you have as to how to make it more helpful. The 

administration and faculty are grateful to all who participate in the field internship component 

of the curriculum, enabling and enhancing the integration of theory, social work practice and 

professional development.  
  

Sincerely,  
   

Pam Criss 

Pam Criss, PhD, LCSW  

Field Director 

Southeastern University Social Work Program 
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Introduction 

 

Welcome to Southeastern University’s Social Work Program Field Education. Field education 

oversees the field practicum component of the social work curriculum. Field education takes 

place during the senior year of Bachelor of Social Work (BSW) students.  

 

The Southeastern University (SEU) Social Work Program utilizes an approach to field education 

that enhances the integration of knowledge and theory with sound social work practice.  BSW 

students work towards developing their knowledge of theories and conceptual frameworks used 

in social work practice prior to their entry into the field agencies. The Council of Social Work 

Education states that the field practicum is the “signature pedagogy” for an accredited social 

work program. As such, the field experience ideally brings together what the student has learned 

from social work course content, general education content, liberal arts foundation, and life 

experiences to form the basis of a sound approach to generalist social work practice at the 

undergraduate level.  Field Education then allows students the opportunity to apply their 

knowledge while practicing under the supervision of a trained social worker. 

 

The SEU Social Work Field Education Program’s goal is to empower students to reach their full 

potential in their field educational experience. This involves each student taking the initiative to 

seek out the education/learning experiences needed to demonstrate social work competency at a 

beginning generalist level. The BSW Field Manual describes the field education process within 

the SEU Social Work Program.  These guidelines are intended to help direct students and Field 

Instructors through the field experience in a manner that facilitates growth and development of 

BSW students towards becoming competent professional social work practitioners. 

 

Please note that the Field Manual is reviewed regularly. However, field policies, procedures 

and guidelines may be subject to change without advance notice.  

 

Southeastern University’s Social Work Field Education extends a special thank you to the 

Florida Field Consortium for their suggestions, support and feedback in developing these field 

policies and procedures.  
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Mission of Southeastern University 

Equipping students to discover and develop their divine design to serve Christ and the world 

through Spirit-empowered life, learning, and leadership. 

 

Mission of the Social Work Program 
Preparing students to fulfill their call to serve others and to create change in the world around them 

through generalist social work practice.  

 

Understanding Field Education in the BSW Program  

Field education is a central component of the BSW curriculum and is open only to students in the 

BSW program. Field provides the necessary opportunity for students to apply and integrate 

classroom learning with actual practice. The practicum provides students a range of learning 

opportunities in order to facilitate his/her application of theories and skills in a supervised agency 

situation. The BSW Program offers one field practicum aimed at enhancing, promoting, 

maintaining and restoring social functioning in the community.  The generalist placement 

provides students with learning opportunities to assess needs and resources, provide basic direct 

services, obtain services and improve service delivery systems.  

 

The intent of Field Education at the BSW level is to equip students with generalist social work 

practice skills that reflect the Council of Social Work Education’s Educational Policies and 

Accreditation Standards (EPAS, 2015) nine core competencies, whereby the student is able to:  

 

1. Demonstrate ethical and professional behavior 

2. Engage diversity and difference in practice 

3. Advance human rights and social and economic justice 

4. Engage in practice-informed research and research-informed practice 

5. Engage in policy practice 

6. Engage with individuals, families, groups, organizations, and communities 

7. Assess individuals, families, groups, organizations, and communities 

8. Intervene with individuals, families, groups, organizations, and communities 

9. Evaluate practice with individuals, families, groups, organizations and communities 

 

Additionally, SEU’s Social Work Program has created an additional competency, blending the 

mission of the university with sound social work practice: 

 

10. Integrate faith and social work practice in a way that embraces diversity and is  

      consistent with both the Christian faith and the NASW Code of Ethics.  

 

 

 

 

 

 

 

 

 

 



 7 

BSW Field Education Glossary of Terms 

 

Field Practicum:     A practicum is a mode of study emphasizing the practical  

                                 application of theory or conceptual knowledge. According to the 

                                 Council of Social Education, in social work programs, the field  

                                 practicum occurs in settings that reinforce the student’s 

                                 identification with the purpose,  values and ethics of the profession.  

 

Practicum Agency:  The social agency or a social welfare-related organization in  

                                   which the student works under the direction and supervision of an  

                                   experienced social work professional employed by that agency.  

 

Field Director:          Social work faculty responsible for overseeing the administration 

                                    of both the MSW and BSW Programs 

 

Field Coordinator  :   Social work faculty responsible for administering field education  

                                   program and  matching students to appropriate agencies. 

                                   Facilitates integrative field seminars. 

 

Field Instructor:       Person responsible for educational supervision of student in the 

                                 practicum setting. Must have a MSW or a BSW with at least two  

                                 years of practice experience. 

 

Task Supervisor:   If Field Instructor is not on-site full time at agency, the task supervisor 

                                is the person responsible for the  day-to-day supervision of student.  
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Field Agency Requirements 

 

1. An agency selected as a field education placement site by the School should be in 

compliance with Title IV of the Civil Rights Act of 1964. It is the policy of the School 

that in delivery of services, no person, on the basis of race, color, sex, age, disability, 

sexual orientation or national origin, is excluded from the participation or denied 

benefits, or is otherwise subjected to discrimination under any program or activity of 

that agency.  

 

2. The agency should be in good standing in the community and in the profession, and 

should qualify for membership in those local, state or national accrediting organizations 

appropriate to its field of service.  

 

3.  The social work staff should be of such size as to maintain and develop the basic 

program of the agency without reliance on students.  

 

4. The agency program should be broad enough to allow for a variety of learning 

experiences for students, including a range of methodologies and a range of client 

populations.  

 

5. The agency agrees that written class assignments prepared by the student will not be 

screened or censored provided that the student is not violating agency policies or client 

confidentiality.  

 

6. The agency recognizes the value of a BSW professional education for social work and 

the generalist social worker role for entry level social workers. 

 

7. Has congruence between the agency’s policies, procedures, services and practices and 

social work values and ethics. 

 

8. Agency has available and qualified Field Instructors. (See Field Instructor 

Requirements.) 

 

9. Agency has willingness to release the Field Instructor from other responsibilities, so 

the Field Instructor can complete field placement responsibilities, such as meeting with 

the student for at least one hour a week for supervision and attending orientation, 

evaluation, and training sessions. 

 

10. Agency is willing to accept and work with the student’s learning needs rather than the 

scheduling demands and workload of the agency. 

 

11. Agency offers generalist social work learning experiences in a diverse environment.  
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12. Agency can make provisions of physical space, equipment and adequate support for 

the student. These include office space, work materials, access to secretarial time, a 

phone, and a private area where confidential information can be obtained and 

transmitted. 

 

13. Agrees to treat all information concerning the student with the same confidentiality 

afforded all other employees and volunteers. 

 

14. Allows the student to take part in staff meetings, in service training, and other 

educational opportunities. 

 

15. Agency has opportunities for direct service experience on micro, mezzo, and macro 

levels. 

 

16. Allows the student, under supervision, access to confidential and privileged 

information necessary to the development of professional experience. 

 

17. Informs the Field Coordinator of any health screening, immunizations and    

          criminal background checks required by the Agency.  

 

18. Reimburses students for mileage incurred as part of the field placement agency 

assignments when the students are required to use their own automobiles and for costs 

incurred as part of mandatory training. 

 

19. Is willing to sign an Affiliation Agreement between the field agency and Southeastern 

University’s Social Work Program.  

 

Field Instructor Requirements  

 

The Field Instructor is vital to the student’s learning process as the instructor provides an 

organized, structured, and monitored learning experience that applies, expands, and adapts 

academic learning to a practice setting. As the students practice and improve their generalist 

social work knowledge, values, and skills, the Field Instructor offers guidance and teaching to 

meet the individual learning needs of each student.  

 

Criteria for Selection of Field Instructors 

 

The criteria for the selection of the field instructors and continuing as  field instructors are based 

on a combination of the following: 

 

1. BSW degree with at least two years of post-degree experience or an MSW degree. The 

degree must be granted from a CSWE accredited programs. BSW degree with less than 

2 years of experience will be considered on an individual basis. 

 

2. Availability, interest and ability to supervise and teach as evidenced by education and 

experience. 
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3. Continuation of own professional development as demonstrated by professional 

continuing education, competence, and expertise in particular area of service. 

 

4. Provide a generalist social work focus that supports the knowledge, values and skills of 

social work. 

 

5. Attends Field Instructor Orientation and field instructor training updates on campus 

before and during the placement semester.  

 

6. Develops with the student a written evaluation of the student's performance and submits 

the evaluation to the Field Coordinator (see Field Evaluation form).  

 

7. Signs the Field Practicum Hours Recording Form on a weekly basis as required by the 

School of Social Work Field Education Office.  

 

8. Designate assignments that indicate an understanding of the ability and needs of 

students. 

 

9. Commit to serve as a Field Instructor for the duration of the student’s placement. 

 

Policy for Field Instructor (Task Supervisor) Who Lacks Social Work Degree 

 

If an agency has a potential field instructor candidate who does not have a BSW or MSW degree 

then exceptions concerning the above criteria may be allowed if the following are applicable: 

 

1. The agency would provide a valuable learning experience for the student. 

 

2. A MSW or BSW with at least two years of experience is employed in the same agency 

and would be available to oversee the supervision between the student and the field 

instructor. The person with the social work degree would be called the Field Intruction  

Supervisor. The field educator who assists in the daily implementation of the Student 

Learning Plan would be called the Task Supervisor.  

 

3. The candidate for Task Supervisor has had additional training or experience in a social 

work related area. 

 

4. If the agency does not have a person with an MSW or BSW degree, then with the 

approval of the Social Work Program Director and the Field Coordinator, a social work 

faculty member will assume the responsibility for ensuring quality supervision. 

 

5. If the Program Director and Field Coordinator do not approve the proposed Field 

Placement or Educator, or they do not assume supervisory responsibility for the student, 

then the student will not be placed in that agency. 
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Field Placement Procedures 

 

Description of the Field Practicum 
The required senior field placement experience takes place during the fall and spring semesters 

of the senior year. The placement is composed of two components: the Field Practicum and Field 

Seminar. The Field Practicum is executed during the student’s senior year, beginning in August 

and ending in April.   The Field Practicum occurs in a social work agency designated by the 

Social Work Program as a training agency for Southeastern University students. Students will be 

in the field approximately 14 hours per week on Mondays, Wednesdays, and/or Fridays for the 

semesters in the field placement cycle.  Social Work Field Practicum is open only to Social 

Work majors.  The additional component of the field placement program is a weekly two-hour 

seminar facilitated by the Field Coordinator, who will be the student’s link between the field 

agency and the Social Work Program. 

 

Field Assignment 
Placement in any field agency is ultimately the decision of the Field Coordinator.   Students 

may not find their own placements. Only agencies which have been designated as appropriate 

field placement sites may be used for field placement. Agencies must meet the requirements 

established by the Social Work Program to be used as a field site (See appropriate section of 

Field Manual for a list of criteria for the selection of agencies). Any suggestions for future 

placement opportunities may be directed to the Field Coordinator to determine if the agency 

meets the criteria to be an approved Field Agency. Field placement settings must be within a 60 

mile radius of Southeastern.   

 

The recommendation for a student’s placement in a particular field agency is made based on 

student input from the Field Application, the field placement interview, and the availability of 

practicum positions at approved field agencies.  Each student request is given full consideration 

with attention to transportation needs, physical access, out-of-town placement requests, work 

schedules, and the possibility of interning at the student’s place of employment. Every attempt is 

made to accommodate student interests within the guidelines established by Field Education.  

 

 Field Placement Process 

 

1. It is the responsibility of the student to monitor his/her scheduled time to enter 

Field Placement and to successfully meet field placement requirements for 

graduation. 

 

2. Student must be admitted to the Social Work Program. This normally occurs in 

the spring of the student’s sophomore year or fall of the student’s junior year.  

 

3. Must have a 2.5 overall grade point average at the time of entering and during 

field placement. 

 

4. Prior to completing the Field Application, BSW students must have completed: 

 Introduction to Social Work (SOWK 2013) 

 Human Behavior in the Social Environment I (SOWK 2053) 
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5. Prior to beginning field placement, BSW students must have completed the 

following courses, in addition to the courses listed in #3 above.  

 Human Behavior in the Social Environment II ( SOWK 2063) 

 Building Effective Helping Skills (SOWK 3012) 

 Writing for Social Work (SOWK 3303) 

 Understanding Diversity (SOWK 3033 ) 

 Practice I (SOWK 3133)      

 Social Welfare Policy (SOWK 3093 ) 

 Mental Health Systems and Strategies ( SOWK 3413 ) 

 Preparation for Field (SOWK  4011) 

 

6.  Student must have completed all required Social Work courses with at 

 least a grade of “C” before beginning field placement and must have senior 

standing. 

 

7. Students must have received a “C” or better in their first semester Field  

Practicum and Field Seminar (SOWK 4012 and SOWK 4113) to be eligible to 

continue in the second semester of Field and Seminar (SOWK 4115 & SOWK 

4022).  Students who receive “D” or an “F” in either semester of field placement 

must have special department permission to repeat the course. 

 

8. A Field Application will be completed by the student as a requirement for the 

Preparation for Field course in the spring of the Junior year. The application will 

normally be due by the third week of January.    

 

9. If placement is being requested in the student’s employment setting, the student 

must attach to the Field Application the necessary request for work site field 

placement form and agency agreements (as indicated in the Field Manual section 

on Employment in Field Agency).  

 

10. Each student is required to meet with the Field Coordinator to review the Field 

Application and to discuss possible field agencies that may be a good fit with the 

student’s personal and professional qualities. These meetings will take place 

between January and February of each year.  

 

11. Only after all eligible social work students are interviewed will the Field 

Coordinator make recommendations regarding potential placements. Based on the 

student interviews, the Field Coordinator will suggest a field agency at which the 

student can schedule a field placement interview.  Each student will receive a 

Student Referral Form. This form identifies the student’s potential field placement 

agency, as well as the necessary contact information so that students may begin 

the pre-placement process. This form is to be completed by the student and 

returned to the Field Coordinator once the student has met with the potential Field 

Instructor and the placement has been confirmed.  
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12. Students are to contact the Field Agency within 48 hours of having received the 

referral from the Field Coordinator. The interview is an opportunity for the 

potential Field Instructor to assess the student’s fit with the agency. Likewise, it is 

an opportunity for the student to assess his/her potential fit with the agency. The 

student will supply the Field Instructor with a copy of their Field Application at 

the interview. All  interviews should take place no later than the end of February 

 

13. After the interview, the Field Instructor will send the Agency Referral Form back 

to the Field Coordinator. The Field Instructor will also advise the student that they 

she/he has been accepted for completing practicum at the agency.   

 

14. The student will return the Student Referral Form to the Field Coordinator, 

reflecting the students’ intent to intern at the assigned agency.   

 

15. It is the student’s responsibility to contact the selected Field Agency to inquire 

about requirements to be completed by the student prior to beginning placement.  

 

16. Students must purchase Student Liability Insurance and provide proof of such 

insurance by the end of April. Students must have said insurance before beginning 

the practicum.  

 

17. It is the student’s responsibility to contact the Field Instructor to discuss the 

precise start date for the internship.  

 

B. Field Placement Requirements for Students 

 

1. Students must take the two semesters of field placement in consecutive semesters, 

beginning with the fall semester, unless the student has applied and been accepted 

to complete a block placement (These students complete both Field Practicum 1 

and 2 in the same semester. This is only permitted to students who are ahead of 

their suggested sequence, normally due to having AP/Dual enrollment credits 

from high school).   

 

2. Students must be in the same agency for two semesters barring circumstances that 

may necessitate a move, as determined by the Field Coordinator.   

 

3. Students enrolling for the first semester of field (fall semester) concurrently  

should be enrolled in: 

 

     SOWK 4114 Practicum 1  

     SOWK 4012 Field Seminar 1 

     SOWK 4053 Research Methods 

     SOWK 4023 Practice 2 (Practice with Groups and Families) 

 

Students enrolling for the second semester of field (spring semester) concurrently 

should be enrolled in: 
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     SOWK 4124 Practicum 2 

     SOWK 4022 Field Seminar 2 

                             SOWK 4123 Practice with Organizations and Communities 

 

4. Students are expected to fulfill the time requirements of field placement and will 

be held accountable for the time by their Field Instructor and by the Social Work 

Program Field Coordinator. 

 

a. Students are to be in their agency for approximately 14 hours a week. 

This time is to be logged on a weekly basis on a Field Practicum Hours 

Recording Form. This form should be initialed by the Field Instructor on 

a weekly basis.  

 

b. If a student misses 16 consecutive hours for valid reasons and the 

supervisor has been notified, arrangements must be made prior to the 

end of the semester, to make up the time during hours agreed to by the 

supervisor.  Failure to be in placement without proper notification to the 

supervisor may be grounds for dismissal from field placement or failing 

grade depending on the circumstance. 

 

c. Students who have had repeated absences without a valid reason may be 

subject to a Student Continuance Review. They will need to show cause 

as to why they should not be terminated from placement, even if the 

hours have been made up.   

 

d. Students with special or unforeseen circumstances that may require 

individual arrangements to fulfill responsibilities as indicated in the 

Field Placement Policies and Field Seminar course outline must inform 

the Field Coordinator in advance or as soon as the unforeseen 

circumstance becomes known to make special arrangements.  It is 

expected, however, that students must satisfactorily fulfill all their field 

placement responsibilities and field seminar requirements in order to 

receive a passing grade of “C” or higher.  Failure to attend seminar 

and/or to be in placement without proper notification to the Field 

Coordinator may be grounds for dismissal from field placement or a 

failing grade depending on the circumstances.  Students should review 

Southeastern University policies concerning eligibility to receive an 

“Incomplete” grade. 

 

5. Students who engage in unethical conduct, who behave in an unacceptable 

manner according to the NASW Code of Ethics, agency and/or field placement 

policy, who falsify records or who misrepresent themselves or their work are 

subject to dismissal from the Social Work Program and will receive an “F” in 

Field Placement. 
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6. Students who do not complete their field placement requirements and need to redo 

the placement are also required to retake the field seminar, even if they completed 

the seminar satisfactorily. 

 

7. A student must pass both the field and seminar components of Social Work 4113 

and Social Work 4115 (Practicum I and II) with a grade of “C” or higher in order 

to pass each course. 

 

8. Students who request a “W” and “I”, or who are in jeopardy of failing Social 

Work 4113 or 4115 (Practicum I or II), must inform the Field Coordinator, who 

will convene a meeting with the student to develop a plan to complete the Field 

Placement requirements. 

 

9. For conditions which might necessitate review of students standing in field 

placement, see the “Policy for Student Dismissal from the Social Work Program.” 

 

10. At the beginning of each semester in field placement students develop a Learning 

Plan with their Field Instructor.  This plan states the student’s individual learning 

objectives and describes the learning activities for which the student will be 

responsible in order to meet these goals. Weekly supervision by the Field 

Instructor, as well as end-of semester evaluations provide feedback to the student 

regarding accomplishment of learning goals.  Using information provided by the 

student, the agency Field Instructor, the field placement evaluation, and the visit 

to the agency, the Field Coordinator assigns a final grade to each student in 

placement.  Attendance, participation, integration of material from the seminar, to 

practice in field placement, AND A PASSING GRADE IN BOTH THE FIELD 

SEMINAR  AND FIELD PRACTICUM are required in order to receive a passing 

grade for the courses. 

 

11. The program will not make copies of field evaluations for any purpose.  Students 

who wish to keep copies of their evaluations should copy them before they are 

turned into the Social Work Program for grading purposes. 

 

12. Academic credit for life experience and previous work experience shall not be 

given in lieu of field placement. 

 

 

Employment in Field Agency 

 

The standard policy of the program is that students who come into the social work program as 

social service providers will complete a field practicum in an agency different from the place of 

prior or current employment. This is based on the educational rationale that students should be 

exposed to the broadest variety of learning experiences.  

 

However, the program recognizes that rising costs are limiting factors in enabling some working 

students to have field placements outside their employing agencies. The program also recognizes 
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that agencies have an investment in a valued employee and may be willing to make further 

commitment to the student’s professional development by allowing the student to remain in 

employment while in field placement within the agency.    

 

Therefore, a student employed in a social service agency may make a request of the  

Field Coordinator that the agency be evaluated as a site for internship. The use of an agency 

setting where a student is already an employee may be permitted under the following conditions: 

 

1. Availability of release time for course and field practicum instruction. 

 

2. There must be a clear differentiation between work related assignments and student 

educational objectives and assignments. 

 

3.  There must be significant difference in the work hours, activities and duties. The 

practicum experience must take place with a different client population, program area or 

service area. 

 

4.  The student must demonstrate that field practicum instruction is educationally focused 

in areas of new learning for students, rather than solely centered on agency services. 

 

 

5. The Field Instructor is not the student’s administrative supervisor, nor did the Field 

Instructor previously supervise the student. The rationale for the Field Instructor being 

different than the employment supervisor is that the field instructor is more likely to 

concentrate on learning objectives and processes rather than on completion of agency 

tasks. Additionally, the Field Instructor is more likely to be more objective about the 

student’s performance. 

 

6. If there is no additional person available at the employing agency who meets the criteria 

for Field Instructor, the utilization of an experienced off site MSW or BSW will be 

considered. Under no circumstances will the student pay for the services of an offsite 

supervisor.  

 

7. The agency must agree that the student Learning Plan will guide field practicum 

experience. 

 

8. The agency meets the same criteria as other field practicum agencies. 

 

9. Student must complete a proposal (See appendix) for completing field practicum in the 

same agency as the student is employed. This proposal will be reviewed by the Field 

Coordinator and the Program Director.  

 

Stipend/Paid Placements 

 

Paid placements must be structured so that the student is receiving a stipend, but is not being 

paid for service delivery. The payment of a stipend must in no way place employment 
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expectations or requirements that result from the remuneration of the student. Paid 

placements/stipends must be approved by the Field Coordinator, and the Program Director. 

 

New Employment of Student by Field Agency During Field Placement 

 

If a student is offered employment by the agency where he/she is completing the field placement, 

it is expected that the responsibilities of the employment will be significantly different than the 

responsibilities of the field placement. It is further expected that the student and agency will meet 

all of the same criteria as when a student is employed by an agency prior to the field placement.  

 

Responsibilities 

 

Field Agency Responsibilities 

 

The field agency is responsible for the following, as well as the maintaining the requirements as 

enumerated on p. 12- 13 of the Field Manual.  

 

1. Provide the student with physical space, equipment and support. 

 

2. Provide the Field Instructor with adequate time and resources to supervise and teach the 

student. 

 

3. Sign the Agency Affiliation Agreement. 

 

4. Expect the student to function within the scope of entry-level, generalist social work 

responsibilities. 

 

 

Field Instructor Responsibilities 

 

The following suggestions serve as a guideline for Field Instructors who work with the Social 

Work practicum students: 

 

1. Provide a planned orientation for the student to the agency that includes but is not 

limited to: 

a. organizational policies, procedures, forms, structure, and schedule 

b. safety procedures 

c. risk management aspects of the organization including work with populations that 

may be dangerous or violent 

d. introductions to appropriate staffing including the director, if possible. 

               Reference the orientation checklist in the Field Manual (p. 23) for a guide for  

               orientation.  

 

2. Assess the manner in which students will be supervised (individually, groups, or both). 

The approach should fit into the agency structure without any disruptions. 
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3.  Ascertain from the students their interests, goals and learning style in order to help 

them grow professionally. One avenue consists of assistance in formulating the learning 

plan. The Field Instructor will collaborate with the student and the Field Coordinator to 

develop the Student Learning Plan. 

 

4. Assigned tasks which will be meaningful and should make a contribution to the agency 

and student learning and should encourage personal growth. Job assignments should be 

assigned in a manner that exhibits harmony within the agency setting, student’s 

abilities, interests, past experiences, and life patterns consistent with the goals and 

objectives of the University. 

 

5. Distribute job assignments after orientation.  The assignments should be consistent with 

the skill level of the student in order to encourage working relationships with 

individuals, groups, and other professionals. 

 

6. Clearly state your expectations to the student, such as providing a job description that 

would be comparable to a professional working in a similar position. Instructions 

should be clear and concise so that students understand the purpose behind the desired 

outcomes. 

 

7. Insure that as students grow and learn during the field experience, the nature and 

complexity of assignments should be increased. 

 

8. Guide students in organizing and planning their work. 

 

9. Allow time for attending staff and board meetings and visiting outside agencies. 

 

10. Set aside time for weekly face-to-face supervision for at least one hour. 

 

11. Formal evaluations will be scheduled during mid- term in the fall, at the end of the fall 

semester and at the end of the spring semester. The Field Instructor should prepare for 

mid-term and final evaluations by reviewing the evaluations with the student prior to 

the formal evaluation with the Field Coordinator. The Field Instructor should be 

prepared to discuss the student’s strengths as well as need for improvements at each 

evaluation.  The student receives a copy of these evaluations and the original is sent to 

the Field Coordinator. 

 

12. Provide opportunities for students to observe a variety of staff members in specific 

work situations that enhance the field learning experience.  

 

13. Teach the students effective verbal and written communication skills.  

 

14. Provide opportunities for students to work with varied client systems and populations 

whenever possible. Student caseloads should include clients from diverse cultural 

settings whenever possible. 
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15. Encourage students to frequently participate in constructive criticism (positive or 

negative) with regard to work performance.   

 

16. Help students to understand the purpose behind steps used in problem solving and to 

understand the feelings and attitudes experienced during that time.  

 

17. Help students recognize agency problems and gaps in unmet services; encourage 

students to be creative and to explore uncharted areas for appropriate methods of 

intervention. 

 

18. Assist students in integrating knowledge, theory, social work concepts and values into 

the field experience.  

 

19. Teach students the significance of interviewing and recording as it relates to social work 

practice.  

 

20. Notify the Field Coordinator immediately if the student’s performance is 

unsatisfactory. 

 

21. Continue to maintain all Field Instructor Requirements. 

 

22. Complete an evaluation of the field experience at the end of the student’s field 

placement.  

 

Student Responsibilities 

 

The student must accept major responsibility for his/her own learning and professional behavior. 

With the guidance of the Field Instructor and Field Coordinator, the student is expected to be an 

active participant in the formulation and implementation of the field instruction experience. The 

student’s responsibilities are as follows: 

 

1. Choose mature and professional behaviors that reflect the NASW Code of Ethics and 

the student’s Christian beliefs related to the development of and placement in a field 

agency. 

 

2. Strive to create a balance between the field placement and other responsibilities through 

the use of time management and setting priorities. The primary responsibility is to the 

field experience. 

 

3. Learn the Field Instructor’s assigned and inherent role as being an extension of the 

University and the student’s learning experience. The relationship with the Field 

Instructor is a professional tutorial one. The student should accept the authority of the 

Field Instructor and other agency administrators. 

 

4. Understand the use of supervision: 
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 Be prepared for and participate in regular conference, especially by completing 

your Field Practicum Hours Recording Form prior to the supervision time. 

 Assess personal and learning needs, communicate these to the Field Instructor, 

and request extra supervision when needed. 

 Accept and implement agency policies and recommendations using professional 

decision making skills. 

 Show openness to feedback about professional style and interpersonal skills. 

 Share relevant course material, classroom discussions and experiences. 

 If you have a question, concern or problem – ASK! 

 

5. Complete the Field Practicum Hours Recording Form and have the Field Instructor sign 

the form every week during supervision. The student is also responsible for submitting 

the form to the Field Coordinator at midterm, at the end of each semester, or at any 

other time that the Field Coordinator requests to review the form. The student is 

responsible for tracking the required 450 hours. 

 

6. Arrive at the agency on time. Notify the Field Instructor in advance if the student will 

be absent. Acceptable absences include illness, family crisis or agency closure for 

holidays, religious observances, mandated University breaks or inclement weather. 

Adhere to the applicable agency and personnel policies, procedures and regulations. 

 

7. Discuss agency dress code with the Field Instructor prior to beginning the field 

placement. Follow agency guidelines for dress and appearance (Reference dress code in 

Business Etiquette section of Field Manual) . 

 

8. Complete field experience during assigned hours when the agency is open for business. 

 

9. Complete all paperwork in a timely manner according to the agency policies and 

procedures. 

 

10. Collaborate with the Field Instructor in the development of a Learning Plan during the 

first month of placement and submit it to Field Coordinator. The student is responsible 

for submitting the completed and signed form to Field Coordinator by the required due 

date.  

 

11. Assess own performance, competence, and development, by reviewing the Learning 

Plan prior to evaluation dates and scoring self on each learning objective. Be prepared 

to discuss strengths and needs for improvement at the midterm and end of semester 

evaluations.  

 

12. Participate in two field evaluations with the Field Coordinator and the Field Instructor.  

 

13. Provide own transportation. At times you may need to use your car for agency and job 

related activities; however, the agency is expected to compensate you as it would any 

other employee or volunteer.  
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14. If using own vehicle to transport clients, student must make certain that they have 

liability coverage that will cover transporting clients.  Transporting clients in the 

student’s vehicle is strongly discouraged. The Field Coordinator should be aware if the 

student is asked to transport clients in a personal vehicle.  

  

15. Abide by all confidentiality and privileged communication policies and procedures of 

the agency, HIPPA, and NASW Code of Ethics. 

 

16. Complete an evaluation of the field experience at the end of placement. 

 

17. Inform the Field Coordinator of psychological or emotional issues that could impact the 

student’s field placement.  

 

18. Inform the Field Coordinator of any learning disabilities that could impact the student’s 

placement. 

 

19. If problems arise in the field, the student is responsible for discussing his/her concerns 

with the Field Instructor and the Field Coordinator. In the unusual situation where these 

avenues of resolution are unproductive, the student should speak with the Director of 

Field Education. 

 

20. In the event of illness which prohibits your attendance in field as scheduled, contact the 

Field Instructor to notify him/her and to develop a plan for making up missed hours. In 

the event of an extended illness of more than 3 days, students must notify the Field 

Coordinator. The Field Coordinator will consult with the Field Instructor and the 

student in developing a plan to complete the placement that will ensure the educational 

integrity of the experience and ensure that the minimum number of placement hours is 

completed.  

 

21. Students are not to accept employment with their Field Instructor outside the Field 

placement agency setting. ( NASW 3.01 (d) )  

 

22. Students should remain in field placement for the entire 15 week semester.  

 

 

Field Coordinator Responsibilities 

 

The Field Coordinator is responsible for planning, implementing, and integrating the field 

seminars, practice classes, and field experience as well as offering the students guidance and 

support from the beginning search for a placement to the termination from the field experience. 

The following are additional responsibilities of the Field Coordinator. 

 

1. Develop the Field Manual and provide a copy to each Field Instructor. 

 

2. Foster agency-school-student relationships. 
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3. Collaborate with the student and Field Instructors about the Student Learning Plan. 

 

4. Meet with the student and Field Instructor at mid-term during the fall semester and at 

the end of each semester in field.  

 

5. Reviews the student grade recommendations and assigns grades in conjunction with the 

Field Instructor’s final evaluation and recommendations. 

 

6. Act as a mediator if problems arise. 

 

7. Consider evaluations and recommendations for change from students, Field Instructors, 

and Field Agencies. 

 

8. Prepare program to meet all accreditation requirements. 

 

9. Consult with the Field Agency and Educator about placement of students, appropriately 

referring students based on educationally sound student/agency matches.  

 

10. Communicate the expectations, challenges, student preparedness, and curriculum to 

Field Instructors and assist students in communicating relevant personal issues that may 

impact their field experience. 

 

11. Communicate the departmental mission, goals, and objectives to the Field Instructor to 

assure continuity of educational experience. 

 

12. Complete an evaluation on each Field Instructor and Agency at the end of the student’s 

placement. 

 

13. Engages in the planning, development and design of the field practicum courses in 

cooperation with faculty  

 

14. Studies, evaluates and contracts with agencies approved as field settings;  

 

15. Evaluates potential agency-based Field Instructors in cooperation with agency contact 

person;   

 

16. Designs and implements a Field Instructor development program which meets the needs 

of new Field Instructors and the on-going training needs of Field Instructors  

 

17. Keeps the Social Work Program Director informed of all field related issues  

 

18. Monitors the student’s performance in the practicum and provides consultation to the 

Student and Field Instructor when challenges arise in field placement.  

 

19. Supports and advocates for the student  
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20. Works with Field Instructors in the implementation of course objectives through the 

development of appropriate learning experiences  
 

 

Starting the Field Placement 

 

Orientation 

 

During the first week of the placement, the student should receive an orientation to the agency on 

micro, mezzo, and macro levels. This orientation must include, but is not limited to, 

introductions to the following: 

 

1. The agency’s mission, goals, organizational structure, and accrediting organizations 

 

2. The staff and staffing patterns 

 

3. The physical setting where the student will be working 

 

4. The agency’s policies and procedures, which include safety and security, crisis 

intervention, and sexual harassment policies. 

 

5. The types of clients served and intervention methods 

 

6. The Field Agency’s community and collaborating community agencies 

 

An orientation checklist is included below to assist the Field Instructor with planning for the 

student’s orientation to the agency: 

 

Orientation Checklist  

   ___ Meet student on the first day 

   ___ Discussion of hours, dress code 

   ___ Key to agency or directions for access to agency 

___ Introduction of staff 

___ Review individual staff responsibilities 

___ Tour of agency’s facilities 

                            Parking  

        Lunch/kitchen facilities 

        Restrooms 

        Office supplies 

___ Locate student’s physical work space 

___ Familiarize with computer/Agency database 

        Assigning agency email address 

___ Location of Manuals 

___ Instructions on completing mileage forms 

___Security /safety features 

___Mail 

        Interoffice 
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       U.S. Mail- outgoing and incoming 

___ Overview of orientation initial learning phase( first 2-3 weeks)  

___ Discuss agency structure 

___ Discuss agency goals, objectives, and philosophy 

___ Discuss agency client demographics 

___ Discuss characteristics of community need 

___ Introduce to filing system and chart requirements 

___ Identify file and/or phone numbers of community resources 

___ Discuss the student’s roles and responsibilities 

___ Arrange for observation of staff 

___ Discussion of supervision process and supervisory style 

___ Establish time for supervision 

___ Review of agency confidentiality policy 

___ Within first three weeks, discuss learning objectives  

 

Facility and Supplies Accessible: 

___ Place to store materials 

___ Permanent desk at which to work 

___ Office space 

___ Access to a phone 

___ Access to office supplies as needed  

___Place to conduct confidential business with client 

___ Computer access, is student is expected to utilize computer to complete job tasks 

 

The student is asked to complete an orientation to the field site and be prepared to discuss his/her 

orientation experience during the first seminar class after beginning the field placement. 
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The Student Learning Plan 

 

The Student Learning Plan is responsive to the Social Work Program’s goals as well as the field 

experience’s competencies/practice behaviors (see Competencies/Practice Behaviors of field 

experience, included on the Field Seminar I and II Syllabi). The Learning Plan considers the 

student’s need for an orientation to the agency, the incorporation of diversity issues, the 

influence of professional values and ethics, the student’s individualized professional growth and 

the expectations of the Field Instructor and Agency. Given the diversity of agencies, their types 

of services, and the student’s skills, the specific tasks developed to fulfill the learning objectives 

will vary somewhat. 

 

The tasks and activities will be developed in collaboration with the student, Field Instructor, and 

the Field Coordinator. The Student Learning Plan is a formal agreement that identifies the field 

experience competencies/practice behaviors, along with learning experiences/tasks/activities that 

the student needs to complete to demonstrate the competencies/practice behaviors.   

 

The following learning tasks and activities are should be incorporated on the student’s Learning 

Plan: 

 

1. Spend at least 50% of his/her time in face-to-face contact with client systems of various 

sizes and types. Depending on the needs of the student and/or the agency this contact 

may be with or without the observation of a professional.  

 

2. Demonstrate effective use of at least three different types of generalist social work 

roles, which include advocate, broker/linker, case manager, facilitator, planner, enabler, 

mediator, activist/social change agent, teacher, trainer, researcher, evaluator, workload 

manager. 

 

3. Prepare for supervision by completing the Field Practicum Hours Recording Form. 

 

4. Attend at least one hour of weekly face-to-face supervision with the Field 

Instructor/Task Supervisor. 

 

5. Attend two or more staff meetings. 

 

6. Attend two or more professional meetings related to the field experience. 

 

7. Attend one or more seminars, workshops, or conferences if available. 

 

8. Complete activities which encourage participation in data collection, organization, and 

analysis of information.   
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The following guidelines should be considered as Learning Plans are made: 

 

1. Review and have a basic understanding of the Social Work Program’s Mission 

Statement and generalist practice definition. 

 

2. Review and understand the field practicum competencies and practice behaviors. 

 

3. Review and understand the Council on Social Work Education’s nine competencies and 

related practice behaviors. Because the practicum is intended to reinforce learning in 

each of these areas as well as facilitate new learning in these areas, learning tasks must 

be utilized for each of these areas.  

 

4. Consider where and how issues of human diversity can be integrated into the Learning 

Plan. 

 

5. Recognize that generalist social work practitioners must be prepared to intervene at 

multiple  systems levels (individuals, groups, families, organizations, and communities) 

 

6. Midterm and final evaluations will rely heavily on the student’s Learning Plan. It is 

therefore important that the student identifies his/her personal learning needs in the 

plan. 

 

Learning Experiences and Assignments for the Student 

 

When making assignments regarding direct contact with individuals, consideration must be given 

to those situations that arise when students are not in the agency. Assignments should be made in 

a manner that would not disrupt the workload of agency personnel or organizational structure. 

Field Instructors are expected to select the above learning experiences based on an assessment of 

student’s strengths and weaknesses, as well as the student’s learning style.  

 

In selecting learning experiences, it is sometimes helpful to start with the simplest and least 

threatening and work up to more complex assignments. For example: reading about intake 

interview in the agency, observing the interview, then personally conducting the interview.  

 

The suggested learning experiences below are intended to provide Field Instructors and students 

with examples of learning opportunities in the field placement. Please note this is not an 

exhaustive list.  

 

Field Practicum I and II – Generalist Practice  

 Individual (Responsibility for and on-going contact with clients)  

 

 Group (Co-facilitator/facilitator & planner for at least one group/class)  

 

 Family (Responsibility for and on-going contact with at least one family)  

 

 Community contacts and outreach (Home visits; agency/court contacts etc.)  
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 Crisis and brief contacts including telephone interviewing  

 

 Engagement of clients in informal settings (Street, Shelter)  

 

 Completion of intakes  

 

 Completion of the discharge planning process  

 

 Information and referral responsibilities; Intake, assessment, referral, follow-up  

 

 Active with case planning with clients  

 

 Attend interdisciplinary meetings  

 

 Attend inter-agency meetings  

 

 Participation in interagency collaborations  

 

 Visits to social service agencies to increase their knowledge of community resources  

 

Evaluations 

 

Learning Plan 

 

The student, Field Instructor and Field Coordinator will meet a minimum of three times during 

the student’s field placement to assess the student’s progress on the learning plan. Typically 

these meetings will take place in Nov.-Dec. (end of first semester of placement), and April (end 

of the placement). Additional meeting times will be provided as necessary for the student’s 

growth.  Normally these meetings will take place at the field agency.  

 

The student should be prepared for each field evaluation by evaluating their own progress on 

each objective of the Learning Plan. Additionally, the student should be prepared to discuss 

his/her strengths, as well as areas for needed growth.  

 

The Field Instructor should be prepared for the evaluation by evaluating the student’s progress 

on each objective of the Learning Plan. Additionally, the Field Instructor should be prepared to 

discuss the student’s overall progress, strengths and needs for improvement.  

 

Grades 

 

Grades will be assigned for both Practicum I and Practicum II. The grades will be based on the 

student’s completion of tasks, activities, and assignments developed in the Student Learning Plan 

and will be derived from the scores on the learning objectives assigned by the Field Instructor, as 

well as the Student’s self-assessment. The ultimate responsibility for the final grade rests with 

the Field Coordinator. 
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If a student is unable to complete the field experience due to serious illness or emergency, then 

the student will receive an incomplete grade. The student will have six weeks from the end of the 

semester to complete the requirements for the field experience. If the work is not completed 

within six weeks then the incomplete automatically becomes an unsatisfactory grade.  

 

Evaluation of Field Practicum Experience 

At the completion of the field experience, each student is asked to rate their field experience on 

five major factors:  

1. Field agency as a social work field site- Questions concern adequate resources for good 

learning, orientation to the agency, reflection of social work values, granting field 

instructor adequate time to supervise student, and providing at least 50% direct client 

contact. 

2. Ability to demonstrate each competency at the field site- Students rate themselves on 

whether they had opportunity to demonstrate their 10 competencies at the field site.  

3. Field Instructor- Students rate their Field Instructor on creating an open learning 

environment, providing orientation, going over a safety plan, taking time with learning 

needs, listening, being accessible, sufficient time for supervision, informing of 

expectations, demonstrating good professionalism, helped to become a part of the team, 

good social work knowledge, made a part of the agency culture, adequate training for 

tasks honoring role of student, providing diverse assignments and appropriate tasks, 

effective training on Code of Ethics and cultural competency, and maintaining 

appropriate boundaries.  

4. What learning methods were utilized- Questions concern whether field instructor used self-

report from student, direct observations of student, process recordings, and/or co-

facilitation with task supervisors  

5. Responsiveness of the Field Coordinator- Questions concern whether the Field Coordinator 

fulfilled her/his role, provided students with contact information, gave information on 

field policies, was effective, was knowledgeable, provided field orientation, gave a 

choice of placement, provided support, was fair, and conducted evaluations in timely 

ways.  

Scores from the Evaluation of Field Practicum Experience are used to help determine 

whether changes need to be made with agencies, Field Instructors, Field Coordinator, 

creating learning activities to assist student with accomplishing competencies at agency, 

and/or learning methods used by Field Instructor. These scores are discussed by all 

faculty of the Social Work Program, to determine if programmatic changes would help 

to improve performance in any field- related areas. If scores reveal cause for 

programmatic changes, changes can be implemented the following academic year.  Any 

changes will be reevaluated at the end of the following academic year, to determine if 

the change was effective and whether additional changes might be warranted.   
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Academic and Non-Academic Dismissal 

 

In the event that a student consistently fails to meet the conditions for continuance in the Social 

Work Program as discussed in the Student Excellence Standards and has not responded to efforts 

to remediate these issues, it may be necessary to place him/her on probation or dismiss them 

from the Program.   

 

Students may be dismissed from the BSW Program if they violate University standards, Student 

Excellence Standards, and/or the NASW Code of Ethics. These violations may be either 

academic or non-academic in nature. Except in cases of gross misconduct leading to immediate 

dismissal, at least one student review will have been held and a Student Development Plan will 

have been developed prior to a decision to dismiss a student from the program. Circumstances 

which may result in termination from the BSW Program include, but are not limited to: 

 

1. Failure to demonstrate or maintain one or more of the qualities or conditions required in 

the admission criteria or the Student Excellence Standards. 

 

2. Failure to satisfy requirements for the removal of academic probation after having been 

readmitted following academic restriction. 

 

3. Failure to meet or maintain academic requirements established by the faculty for the 

BSW Program. This includes maintaining a minimum GPA of 2.0 and maintaining a 2.5 

GPA in Social Work courses. 

 

4. Failure to use practice skills and demonstrate Social Work values in ways judged to be 

in accordance with the NASW Code of Ethics. 

 

5. Failure to fulfill the conditions of a Student Development Plan designed to remediate 

issues that may warrant dismissal from the program. 

 

6. Consistent and repeated tardiness and/or absence from class. 

 

7. Scholastic dishonesty, including cheating, lying, plagiarism, collusion, falsifying 

academic records, or any act designed to give unfair academic advantage to the student 

(Faculty must adhere to University guidelines. For complete University policy and 

procedures, see Southeastern University Student Handbook, p. 19) 

 

8. Inability to develop the interpersonal skills necessary for effective social work practice 

with clients and diverse populations or inability to establish and maintain functional and 

collegial relationships with fellow students, faculty members, and field instructors. 

 

9. Failure to apply the knowledge, skills, and values learned in the classroom to the field 

experience as evidenced by unsatisfactory performance in the field. 

 

10. Evidence of chemical dependency or illegal use of drugs while enrolled in the program.  
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11. Gross misconduct may result in immediate termination from the Program. 

 

12. Any threat or attempt to harm oneself or someone else. 

 

13. Commission of a criminal act that is contrary to professional practice, occurring during 

the course of study or occurring prior to admission to the School of Social Work and 

becoming known after admission. This may include discovery of a Felony conviction 

which the student did not reveal in the admissions process.  

 

Student Development Plan 

 

The Student Development Plan is intended to remediate any academic or non-academic issues 

that threaten the student’s success in the Program.  The Student Development Plan may be 

completed any time during the student’s admission or progression in the course of their studies. 

 

The student’s progress in achieving the specified objectives on the Student Development Plan 

will be reviewed at least once during the following semester or more frequently if merited. The 

progress will be documented on the Student Development Plan Progress Review. This Review is 

attached to the original Student Development Plan and kept in the student’s advising folder. Both 

documents are stored indefinitely and considered confidential by the Program.  If the purpose for 

which the Student Development Plan was initiated is deemed a gross violation of the institution’s 

community expectations, responsibilities, and policies outlined in the Southeastern University 

Student Handbook it will be shared with the Vice President of Academic Affairs. Gross 

misconduct may result in immediate dismissal from the program without a Student Development 

Plan.  

 

A Student Development Plan may be written to address the academic or non-academic 

provisions needed for admission or retention in the Social Work Program (see Dismissal Policy) 

or for students who need to demonstrate growth or development in one or more of the following 

areas: 

 Professional       

 Academic           

 Interpersonal            

 Spiritual      

 Social work skills     

 Ethical       

  Other  

 

In most cases, students with active Student Development Plans will not be permitted to enroll in 

Practicum or Field Seminar. Students failing to make substantial changes toward or comply with 

the objectives agreed upon in the Student Development Plan will be dismissed from the BSW 

Program per the Academic and Non-Academic Dismissal Policy. 
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Student Continuance Reviews 

(Adapted with permission from University of Texas Social Work Department) 

 

Social Work students are expected to demonstrate professional behavior in the classroom, in 

field agencies, and in both the Southeastern and broader communities, all of which reflect a 

commitment to the ethics of the Social Work profession. Behavior contrary to these ethics is 

cause for review of the student’s admission to the Social Work Program or current status in the 

Program 

 

Three levels of review can occur at the Social Work Program in reviewing student's academic 

and nonacademic performance. The level of review depends upon the potential severity of the 

concern. Information disclosed during student meetings with faculty or school administrators 

will not be kept confidential if the information raises concerns about professional performance. 

Faculty will share pertinent information with each other for the professional purpose of 

identifying student issues and enhancing problem solving about the concerns.  

 

Level 1 

 

A Level 1 review involves a faculty member and a student. When a faculty member has concerns 

about a student enrolled in the social work program meeting any of the academic or non-

academic criteria, whether related to professional behavior or scholastic performance, that 

faculty member will: 

 

1. Discuss those concerns directly with the student and seek to work with the student to 

resolve the difficulties. The student will be counseled regarding areas for growth or 

development.  

 

2. Apprise the Program Director of the concerns in order to identify potential patterns and 

issues related to the student 

 

3. Document dates and content of meetings with student on a Student Development Plan if 

necessary.  

 

4. If a problem arises in field, the agency-based field instructor will discuss concerns 

directly with the student and with the field coordinator. It is the responsibility of the 

field coordinator to appraise the Program Director of the concerns.  

 

In many instances, meetings between faculty and students resolve the concerns and do not 

necessarily lead to further reviews, pursuant to this section. In this case, the Student 

Development Plan would be updated at the time of the student’s semester advising to reflect 

appropriate resolution of the concern.  
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Level 2 
 

A Level 2 review is designed to assist students in dealing with identified concerns that have an 

impact on their performance. It involves the faculty member, student, and Program Director. 

Faculty and Program Director will meet with the student when: 

 

1. Academic or nonacademic problems are judged to be repeated, serious or significantly 

impacting the student’s professional performance 

 

2. The student is not meeting or following the Program’s Student Excellence Standards or 

University standards, policies, and procedures 

 

3. When concerns have not been resolved at Level 1. 

 

4. If a problem arises in field, the agency-based field instructor and the Field Coordinator 

will conduct the review with the student. 

 

In this information gathering process, the Program Director will determine the nature of the 

concern with appropriate faculty, maintain documentation, and decide if it is necessary to 

conduct a more comprehensive review, pursuant to Level 3.  A  Student Development Plan will 

be developed if the student does not have a Student Development Plan already in process.  

 

Level 3 
 

A Level 3 review involves the faculty member, student, Program Director, and faculty who have 

had direct experience with the student in classroom or field. Generally, this level review is called 

when: 

 

1. Consistent problematic patterns are identified with students 

 

2. When the issues are serious enough to require formal consultation with other faculty 

and the student.  

 

A Level 3 reviews will be more often conducted when: 

 

1. Concerns have not been resolved in prior reviews. 

 

2. Issues relate to a student not meeting the criteria for academic or non-academic 

performance (often involving professional or ethical behaviors). 

 

3. The student is being considered for withdrawal or discontinuance in the program. 

 

 

In most instances, a Level 3 review is sufficient to deal with student performance and is the last 

decision making step in the review process at the Social Work Program. When a Level 3 review 
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is called, the Program Director will convene a meeting with the appropriate faculty and the 

student to gather information, determine the nature of the problem (if one is confirmed to exist), 

and identify alternatives for its remediation. Appropriate faculty to be involved in a review will 

include but are not limited to those who have direct knowledge of and experience with the 

student. The student will be notified in writing of the concerns and meeting date, with sufficient 

time to prepare for and attend the meeting. 

 

After the review meeting has occurred, the Program Director will consult with the Dean of the 

College of Behavioral and Social Science to discuss the problem situation and make 

recommendations regarding the student. Based on the review, conference with the Dean, and an 

objective assessment of the information provided, the Program Director will inform the student 

of the decisions, which can include one or more of the following actions: 

 

Continue the student in the program with no conditions. 

In these situations, the concern has been addressed and no further action by the student or 

program is required. 

 

Establish formal conditions for the student's continuance in the program. 

In these situations, specific conditions must be met in order for the student to remain in the 

program. Action may include: 

 

1. Establishing goals, a timeline, and appropriate monitoring. 

2. Providing mentoring and support. 

3. Placing the student on probation and monitoring the student during the probationary 

period. 

4. Referring the student to counseling and/or advising services. 

5. Allowing the student to follow a reduced course load. 

6. Delaying  entry to the field practicum 

7. Requiring the student to withdraw from the program with the option of reapplying. 

 

Consult with and/or refer to the Provost 

In some instances, depending on the nature of the problem, the University's Provost may be 

consulted. If a referral is made to that Office after consultation, the student will be notified in 

writing about the nature of the concern and the fact that the referral is taking place. Situations 

which may result in referral to the Provost include scholastic dishonesty, hazing, racial or sexual 

harassment, possession or use of firearms or other weapons on University property, damage or 

destruction of University property, and conduct that endangers the health or safety of any 

University student, employee, or campus visitor. 

 

Counsel the student to change majors/degree programs and/or discontinue the student in the 

program. 

In some situations, it will be recommended that the student no longer continue in the social work 

program. The student will be counseled to voluntarily change majors or degree programs. If that 

does not occur, the student will be discontinued from the program. In either case, the student will 

be provided with documentation regarding the specific reasons for their dismissal and the 

conditions, if any, under which they may re-apply. 
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At every level review, there must be clear, concise documentation of the problem areas on the 

Student Development Plan, as well as verification that these concerns have been discussed with 

the student and attempted to be ameliorated, where appropriate. Students must be notified of the 

decision in writing within ten calendar days of the review. It is the responsibility of the Program 

Director to communicate the decision to the student. 

 

Termination of Field Experience 

 

Planned Completion of Field Experience 

 

The student has the responsibility to create a planned termination where a professional 

relationship has been established. The Field Instructor and the Field Coordinator are to guide the 

student through this process. Educational information about how to develop and implement a 

planned termination will be offered to the student in the Practice Interventions and Field Seminar 

classes. 

 

The student has the responsibility to complete all required paper work and return all agency 

materials and property to the agency at the ending of the field experience.   

 

Extended Terminations 

 

If the student’s academic or nonacademic behavior or performance is unsatisfactory in the field 

setting, the student may be asked to complete additional field experience hours and/or 

educational activities and/or participate in counseling. The Field Coordinator, Field Instructor, 

and Program Director will confer about what is in the best interest of the student. This will be 

done in accordance with the procedures outlined in the Student Continuance Reviews. The 

student will participate in developing a Student Development Plan, which will be evaluated 

utilizing the Social Work Program system of review.  

 

Unplanned Terminations 

 

Student Related 

If the student is displaying unsatisfactory performance in the field and the Field Instructor has 

made reasonable attempts to help the student correct the problem, then the Field Coordinator 

needs to be notified immediately. The Field Coordinator will make attempts to reconcile the 

problem utilizing the Social Work Program system of review that is described in the Student 

Continuance Reviews. However, if the student does not take corrective action, then the field 

placement will be terminated and the student removed from the agency. The student will receive 

an unsatisfactory grade. The student will participate in a Student Development Plan and the 

student’s continuance in the Social Work Program will be discussed, according to procedures 

outlined in the Student Continuance Reviews.  

 

If the student is displaying grossly disruptive, incompetent or unprofessional behavior that 

violates the NASW Code of Ethics or the agency’s policies, then student will be immediately 

removed from the field experience and receive an unsatisfactory grade for the class. The student 
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will need to meet with the Field Coordinator and Social Work Program Director. This type of 

behavior will generally result in a Level 3 review, and the student’s ability to continue in the 

Social Work Program will be discussed, according to the procedures outlined in the Student 

Continuance Reviews. 

 

If the student expresses a desire to not continue with the assigned field placement, the student 

will be asked to do the following: 

1. Discuss the problem with the Field Instructor using the following questions: 

 What is the problem? 

 Who is involved? 

 Who sees it as a problem? 

 How long has the problem existed? 

 What attempts have been made to solve the problem? 

 What has to be different for the problem to be solved? 

 What would be small signs of progress in the solution of the problem? 

 How can these solutions be implemented? 

 

2. If the Field Instructor is unable to help the student work through the student’s 

dissatisfaction, then the Field Coordinator needs to be notified immediately. 

 

3. The Field Coordinator will meet with the student and the Field Instructor to make a 

reasonable attempt to help all parties reach a satisfactory reconciliation. The Field 

Coordinator reserves the right to make additional site visits and to observe the student’s 

practice within the agency.  

 

4. If this process is unsuccessful and the student feels a strong desire to leave the field 

agency, then a termination plan for the student’s departure will be developed with the 

Field Instructor and Field Coordinator. The following consequences may be considered: 

 A grade of F for the class will be given. 

 A meeting with the Field Coordinator will be held. The purpose is to develop a 

Student Development Plan. 

 Re-enrolling in the Practicum and Seminar class will be delayed until the next 

semester. 

 

If the student does not agree with any decision regarding his/her termination from the assigned 

field agency then the student has the right to follow the steps outlined in the Social Work 

Program’s Grievance Procedure. 

 

Non-student Related 

If the student or the Field Coordinator has concerns about the field agency or educator, then the 

Field Coordinator will ask for a meeting. Reasonable attempts will be made to remedy the 

problem. If attempts fail to reconcile the problem the student will be removed from the 

placement. 

 

If an unforeseen crisis would arise within the Field Agency or with the Field Instructor, then the 

student, the Field Instructor and/or field agency representative should notify the Field 
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Coordinator immediately. Depending on the nature and circumstances surrounding the crisis the 

student's placement in this agency will be evaluated. If for some reason the student’s physical 

and/or emotional safety appears in jeopardy or the student’s learning is significantly disrupted, 

then the student will be removed from this placement. 

 

In both of these circumstances the student’s termination of placement was due to an agency-

based issue, and the Field Coordinator will seek an alternative placement for the student. The 

Field Coordinator, in consultation with the Social Work Program Director, will decide what 

requirements the student needs to fulfill to complete the class, and adjustments will be made to 

the Student Learning Plan. 

 

Grievance Procedure 

 

A student has the right to seek redress of any grievance related to his or her non-academic or 

academic affairs. Grievants are assured freedom from reprisals for the filing of their grievances. 

Every effort should be made to resolve grievances informally between the student and the faculty 

member most directly involved. If serious issues cannot be resolved informally, the student will 

have recourse to a formal grievance procedure conducted as outlined below.  Each student may 

express a grievance through the following procedures with the assurance of timely and thorough 

consideration.  All complaints must be submitted in writing. 

 

In matters of student grievance in the Social Work Program the following procedures are 

followed. 

 

1. If the grievance pertains to a grade the student received in a course, the student should 

discuss with the faculty member his/her concerns and present the reasons they believe 

the grade should be changed. 

 

2. In the event that the faculty member will not change the grade and the student is not 

satisfied with the decision, the student may present the case to the Program Director.  

The student must submit their appeal in writing within 10 days of receiving their grade 

the reasons for the appeal. 

 

3. If the student is not satisfied with the Program Director’s decision, or if the student’s 

complaint is against the Program Director, the student may submit a written appeal to 

the Department Chair. 

 

4. If the student still does not have satisfactory resolution after meeting with the Chair, the 

appeal will be forwarded to the Vice President for Academic Affairs. The Vice 

President’s ruling is final in the case.  

 

5. In situations where there is conflict with a faculty member and/or advisor, the student 

may present the complaint to the Program Director.  

 

6. The Program Director may change advisors for the student if the change is warranted. 
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7. In instances where a student feels they have been treated unfairly regarding admission, 

conditions for continuance or dismissal from the program, the student should submit a 

written appeal to the Program Director within 10 days of the unfavorable decision 

specifying the reasons that they believe the decision should be reconsidered.  The 

Program Director will convene an ad hoc committee comprised of Program faculty, a 

member of the Advisory Council, and a senior BSW student selected by the Program 

Director and approved of by the student.   The committee will hear the student’s 

complaint and render a decision within 10 days of the committee’s meeting.  The 

committee’s decision will be final. 

 

8. In instances where the complaints include such issues as sexual harassment or 

discrimination, students should file a written complaint with the Social Work Program 

Director.  The Social Work Program Director will convene an ad hoc committee 

comprised of social work faculty, and an advisory board member to review the written 

grievance.  In those instances where further information is necessary to make a 

recommendation or take action, the student may be requested to submit further 

information; meet with the committee as a whole, and or present others to testify on 

behalf of the student.  Students have the right to request any or all of the 

aforementioned means be presented on their behalf to the committee. 

 

9. If the student is not satisfied with the decision of the committee, they may appeal to the 

Chair of the Behavioral and Social Sciences Department. 

 

10. If the student still does not have satisfactory resolution after meeting with the Chair, the 

appeal will be forwarded to the Vice President for Academic Affairs. The Vice 

President’s (Academic Dean) ruling is final in the case.  

 

If students believe that their rights have been violated, that they were treated unfairly, or they 

disagree with a decision made by Program faculty, they may seek due process using the 

Academic Appeals policy described above. 

 

Safety Protocol 
 

Policies on Supporting Student Safety 

Client Violence toward Social Work Students: General Information  

A study of 595 social work students found that 41.7% experienced at least one incident of client 

violence during their practicum, with the most common type of violence experienced being 

verbal abuse (Criss, 2009). Twenty one students (3.5%) were physically assaulted within their 

practicum experience. In total, social work students experienced 1591 incidents of client violence 

during practicum.  

 

The same study found the following concerning students experiencing client violence: 

1. Male social work students experienced every type of violence at almost twice the rate of 

female social work students. 

2. As the student’s years of experience increased, so did physical assaults and threats of 

lawsuit. 
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3. The three practice settings with the highest rates of violence were 

a.  mental health/psychiatric settings 

b.  developmental disabilities settings 

c.  alcohol and substance abuse settings. 

 

4. The most critical predictors of being exposed to client violence towards social work 

students were: 

a. Being male 

b. Working in a mental health/psychiatric setting 

c. Working in a substance abuse/alcohol treatment setting 

d. Making larger numbers of home visits 

 

In addition to social work students experiencing client violence directly, many also were exposed 

to client violence indirectly, through hearing about or seeing client violence occur.  Criss (2009) 

found that 62% social work students had experienced client violence indirectly. It is significant 

to note that direct client violence was significantly positively correlated with fear of future 

violence and indirect exposure to client violence was even more strongly correlated with fear of 

future violence.  

 

Clearly, students need to be aware of factors that may tend to increase exposure to client 

violence. Greater awareness could cue students to use greater caution with the client situations, 

especially in situations where there is a felt disequilibrium of power between the client and the 

social work student. This could help prevent and/or decrease incidents of violence. However, 

when students have been victimized, directly or indirectly, it is imperative that this be addressed 

with the student, within the agency and within the social work program.  

 

Social Work Student Safety 

Southeastern University Social Work Program requires the following safety measures for social 

work students placed in their field placement sites:  

 

1. Students should be educated about concepts related to safety techniques in their field 

setting. In their junior year, in Preparation for Field class, one to two classes focus on 

the reality of client violence toward social work students and what students can do to 

avoid violent encounters with clients.  

 

2. Placements should only be made in agencies that have sound safety policies and  

procedures. In Field Instructor Training, Field Instructors are told about workbook 

assignments that students are required to complete in Field Seminar. One such 

assignment is completely focused on safety at the field site, so the field instructors are 

required to know about safety policies at the agency, in order to communicate these to 

the students.  Students get answers questions about agency-specific safety policies and 

types of client encounters that would be make the student more vulnerable to the 

possibility of encountering client violence.  This assignment is done on week two or 

three of field.  Furthermore, field instructors are encouraged to talk with students 

about any anxieties when they enter the placement. Field instructors should help the 

student balance safety against professional responsibilities and obligations.  
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3. Professional safety should be part of agency orientation. It is expected that safety will 

be discussed in the early days of the placement. Ideally, agency safety training should 

include information about the following: 

 Safety policies of the agency 

 Required or suggested safety training for agency workers  

 Any safety measures that can be taken in the office setting ( arrangement of 

office/ any emergency phone or button that can be used in case of an emerging 

incident in the office) 

 Risks specific to home visits 

 Risks specific to transporting clients 

 Need to advise supervisor when making client contacts outside of office, 

including location, plan, and estimated time of arrival.  

 Method to report any client violence incidence 

 Knowledge of methods to prevent client violence 

o Managing feelings that can arise when working with victims and 

perpetrators of violence  

o Examining the student’s value system around violence- What are the 

student’s assumptions regarding victims and perpetrators?  

o Understanding how the student’s own culture intersects with client’s 

exposure to violence  

o Gaining ability to manage one’s own anger  

o Understanding of student’s rights (for example, the right to refuse to make a 

home visit)  

o Understanding the prevalence of different forms and types of violence 

o Understanding the cycle of violence  

o Understanding the use and misuse of power and the dynamics to various 

types of violence  

o Understanding how violence may affect victims (Reactions to potential 

violence)  

 

4. Students with safety concerns must be supported. Students will be advised in their 

initial training in Preparation to Field that they should let their Field Educator know if 

they have safety concerns. If the student does not feel supported in the placement  

(concerning safety concerns), he/she should communicate this to the Field 

Coordinator. Efforts will be made to ensure that the student is able to address his/her 

concerns.  

 

5. Student may need to be offered an alternative placement, if safety concerns persist.   

 

6.  If a situation should occur where a student experiences a safety breach, it should be 

reported immediately to the Southeastern Field Coordinator and written 

documentation should be submitted by the student and agency field instructor. The 

Field Coordinator will notify the Field Director and Social Work Program Director.   
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Providing Transportation for Clients 

 

The Southeastern University Social Work Program advises that all student interns should not use 

their own vehicles to transport clients during the completion of their practicum requirements.  In 

the event of an accident, students who are transporting clients are legally responsible and 

insurance carriers may deny the claim when they discover that the student is acting as a 

"conveyance" for a business.  The Southeastern University Social Work Program allows an 

exception to policy when the requirements of the practicum require a student to transport clients 

as part of their field practicum duties; however, students must agree to the conditions outlined in 

the Exception to Client Transport form before accepting a field practicum with this requirement.  

 

If students plan to transport clients at their agency, they must read carefully and complete the 

Exception to Client Transport Acknowledgment, checking all boxes indicating understanding of 

the specific issues and requirements. The form must be completed, signed, dated, and returned to 

the assigned Field Coordinator before transporting clients during the field practicum. 

 

Sexual Harassment Policy and Procedures 

 

A guiding principle of social work is the belief that all persons have the right to be treated with 

dignity and respect. Recognizing this, it is the social work program’s position that sexual 

harassment will not be tolerated by the agency, Southeastern University, or the student in the 

field experience. 

 

Sexual harassment and misconduct have been determined to be a form of sex discrimination 

prohibited by state and federal civil rights laws. Title VII of the 1964 Civil Rights Act prohibits 

the practice of sexual harassment. Sexual harassment of students is a violation of Title IX of the 

Educational Amendments of 1972, which prohibits sex discrimination in education.  Academic 

sexual harassment is the use of authority to emphasize the sexuality of a student in a manner that 

prevents or impairs that student’s full enjoyment of educational benefits, climate, or 

opportunities.  Unwelcome sexual advances, requests for sexual favors, and other verbal or 

physical conduct of sexual nature constitute sexual harassment when grades or educational 

progress are contingent upon submission to such conduct, or when the conduct has the purpose 

or effect of interfering with the individual’s academic performance, or of creating an 

intimidating, hostile, or offensive educational environment. 

 

The following procedures are established to protect the student from sexual harassment who is 

placed in a Social Work field experience.  If a student in a field experience believes that he or 

she is being sexually harassed the following procedures should be followed: 

 

1. The student should immediately report the incident verbally and in writing to the Field 

Coordinator.  The student should also report it to his/her Field Instructor unless this is 

the harassing individual. 

 

2. The Field Coordinator will consult with the Social Work Program Director and the 

Agency Director.  The Social Work Program Director will discuss the situation with the 

Agency Director (or his/her designated representative). 
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3. The Social Work Program Director will be responsible for arranging a meeting to 

discuss the problem with the student, Social Work Program Director, Field Coordinator, 

Field Instructor, and Agency Director or his/her designated representative (unless one of 

these individuals is the harassing individual.) 

 

4. Action will be taken appropriate to the Agency’s Sexual Harassment Policy. 

 

5. The student will be given the option of changing his/her field experience. 

 

Southeastern University views an act of sexual harassment by a student to be intolerable.  The 

following procedures are established to effectively address an allegation of sexual harassment by 

a Southeastern student. 

 

1. The Field Instructor will provide verbal and written documentation to the Field 

Coordinator that a Social Work student has been suspected of sexually harassing an 

agency staff member or client. 

 

2. The Field Coordinator will consult with the Social Work Program Director and the 

Agency Director.  The Social Work Program Director will discuss the allegations with 

the Agency Director (or his/her designated representative). 

 

3. The Social Work Program Director will be responsible for arranging a meeting to 

discuss the problem with the student, Social Work Program Director, Field Coordinator, 

Field Instructor, and Agency Director (or his/her designated representative). 

 

4. Action will be taken appropriate to the Agency’s Sexual Harassment Policy. 

 

5. If an act of sexual harassment has been validated the student will be removed 

immediately from the field experience and a review of the student’s suitability for the 

continuance in the Social Work Program will be conducted. 

 

6. Alleged acts of sexual harassment by a Southeastern student will be reported to the Vice 

President of Academic Affairs and will be handled in accordance with the applicable 

disciplinary procedures provided in the Student Handbook. 

 

Business Etiquette in the Workplace 
 

Appropriate Dress for Field Practicum 

In most agencies, business casual attire is appropriate. Some general rules for dress are as 

follows: 

 Adhere to the employer’s dress code. Notice what other employees are wearing and/or ask 

your Field Instructor about appropriate work attire or the dress code of the agency. It’s 

not as much about the student’s personal style as it is about representing your agency in 

an appropriate and positive way.  
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 Casual doesn’t mean sloppy. The student’s clothing should be neat and clean.  

 Creativity and style are encouraged with business casual, but avoid overly flashy patterns, 

short skirts, and clingy or revealing outfits.  

 If the student is going to a meeting, making a presentation, or going to court, more 

professional attire may be in order. It is suggested that you be prepared for unexpected 

events when you may need more professional attire by having a jacket or more 

professional shirt in your office or vehicle. 

 Remember: The student should want his/her clothing to communicate: I belong here; I’m a 

professional; and I have good judgment and taste.  

 

Use of Agency Computer 

“Once regarded as an unparalleled productivity mechanism in the workplace, the internet is 

increasingly being seen not only as a drain on the average employee’s output, but is also a legal 

threat.…. Statistics show that worldwide, corporations lose billions in resultant reduced 

productivity. According to the 2003 Computer Crime and Security Survey conducted by the 

Computer Institute and FBI, 80% of companies reported that employees had abused internet 

privileges…More recently, International Data Corp. estimated that 30% to 40% of employee 

internet use isn’t work related.” (SearchSAP.com, 2009) 

 

Clearly, abuse of computer privileges at the practicum agency can be seen as a violation of the 

social work student’s ethical responsibility to “adhere to commitments made to employing 

organizations” (NASW Code of Ethics). On the contrary, social work students have an obligation 

“to act in accordance with the highest standards of professional integrity”. 

 

General guidelines for personal use of computers at an agency are as follows: 

 

 Know the agency’s policies and expectations regarding personal use of the computer and 

strictly adhere to those policies. Understand that the agency has the right to monitor the 

student’s use of email and may terminate the internship if the student does not adhere to 

the policies.  

 

 Find out if certain websites are off limits. If the student accidently logs on to one of these 

websites, report this to the Field Instructor.  

 

 Downloading of some programs can be off limits (i.e. RealPlayer, freeware, shareware, 

games, etc.). Find out what these are. 

 

 It is often against company policy to use office technology for commercial or personal use. 

Set up a separate email address for these purposes. 

 

 If policies prohibit the personal use of the Internet during work hours, limit your use to 

breaks or lunch hours, if this is permitted by the agency.  

 

 If company guidelines permit a “reasonable use” for personal reasons, let your friends and 

family know of this restriction and ask them to respect this privilege. 
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 Realize that the student’s personal online activity may be scrutinized by sophisticated 

software programs that keep agency information safe.  

 

Use of Cell Phone 

 

Normally, use of the cell phone in the workplace should be strictly limited to emergencies. Abide 

by and respect the policies for cell phone usage in your agency.  Here are some guidelines for 

cell phone etiquette should your agency permit the use of personal cell phones in the agency:  

 

1. Turn personal cell phone ringer off  

If the student has a personal cell phone at work, it shouldn’t ring. If the student doesn’t want to 

turn off the cell phone completely, at least set it to vibrate. The sounds of different ring tones 

going off all the time can be very annoying to others. Callers can leave a voice mail, and the 

student can return personal phone calls on your break, during lunch, or after work, instead of 

during agency time. 

 

2. Use personal cell phone only for emergency calls  

If you have your cell phone at work, you should only use it for important calls, such as family 

emergencies.  

 

3. Let cell phone calls go to voice mail  

While the student is at work, if there is doubt about whether an incoming call is important, let 

voice mail pick it up. It will take much less time to check your messages than it will to answer 

the call and then tell the caller you can’t talk.  

 

4. Find a private place to make cell phone calls  

While it’s okay to use personal cell phone at work for private calls during breaks, don’t stay at 

the agency desk, unless it is isolated from any other people. Find somewhere else to talk, where 

conversation can’t be overheard, even if the content of the conversation isn’t personal. Maintain 

a buffer zone of at least ten feet from others while using personal cell phone. Even with this 

buffer, maintain a low voice during cell phone conversations. 

 

5. Never use your cell phone in restrooms.  

This rule should apply to using personal cell phone at work or anywhere. There is no knowledge 

of who else is using the facilities. Additionally, it is an invasion of co-workers’ privacy.  

 

6. Don’t bring personal cell phone to meetings, unless it is common practice for all workers 

to utilize cell phones for business purposes during meetings.   

Even if a cell phone set to vibrate, if a call is received, the student will be tempted to see who it 

is from. In this case, the student may appear distracted, bored, and unprofessional.  All calls can 

wait until the meeting is over or until there is a break. If a person is expecting an emergency or 

urgent business call, then leave the phone on vibrate, keep it below table level, and leave the 

room completely before you say “hello”. Sit nearest the door. Only leave to answer one expected 

call.  
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7. Precedence rule 

 In person conversations come first. Do not interrupt an in-person conversation to take a cell 

call. 

 If a cell call is urgent, politely excuse one’s self from the ongoing conversation before 

answering. 

 If the call is going to be longer than 10-15 seconds, do not keep the in-person conversation 

waiting. Either excuse one’s self or end the meeting. 

 

Text Messaging During Practicum Hours 

 

Turn alert to off during a meeting. Do not text during a meeting unless it relates to the topic at 

hand. When a person must leave your phone on, others should be told that the phone may be 

checked for emergency reasons.  

 

Do not compose text messages when involved in a face to face conversation. 

 

Refrain from reading or sending text messages when among co-workers in a business setting. 

Your lack of concentration and averted eye contact sends non-verbal messages that the person is 

not fully engaged in agency activities. Whatever efficiency is gained, respect will likely be lost 

because of shifts in your attention. 

 

Be mindful of cultural differences with use of information technology. Use of technology in one 

situation might be different from use of technology in another place. “If you’re with a group that 

doesn’t have your same level of technology adoption, they’re not going to appreciate or be 

impressed by it.” (Danielson & Solar-Tuttle, 2003). 

 

Remember that the phone does have an off button. There are very few things in the world that 

absolutely cannot wait. 

 

Danielson, D. & Solar-Tuttle, R. (2003) Table talk: The savvy girl’s alternative to networking. 
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SOUTHEASTERN UNIVERSITY 

SOCIAL WORK PROGRAM 

AFFILIATION AGREEMENT 

 

This Administrative Agreement is entered into this_____ day of _________________, 20__, 

between Southeastern University, Lakeland, Florida, herein after referred to as the University, 

and _______________________________________________, herein after referred to as the 

Agency. The purpose of this agreement is to define the provision of field instruction for social 

work students.  

 

The parties mutually desire that ______________________________________be designated as 

a teaching agency for instruction in social work practice. The University and the Agency agree 

that the facilities of the Agency will be used for the instruction of students in the Baccalaureate 

Social Work Program, herein after referred to as Students, in accordance with the philosophy and 

objectives of the University’s Social Work Program. The specifics of the Field Instruction 

Program are detailed in the Field Instruction Manual given to both students and Field Instructors 

prior to the beginning of the student’s field experience.  

 

Both the University and the Agency agree that no monetary exchange will take place between 

these two organizations. The Field Agency agrees to provide a guided learning experience for the 

student and to act as an educational site to further the student’s professional growth and 

development. 

 

A. THE UNIVERSITY AND AGENCY JOINTLY AGREE TO: 

 

1. Have the Agency allow the University to use its facilities for the teaching of 

social work Students enrolled in the Social Work Program at the University.  This 

agreement shall remain in effect for an initial period ending one (1) year from the 

date set forth above.  After such initial term, the Agreement shall continue in 

effect from year to year, unless either party desires to cancel such Agreement at 

any time. 

 

2. Cooperate in the placement of Students, each sharing responsibility for the final 

selection of Students. The Agency has no obligation to work with Students who 

are initially considered to be, or are later found to be, unsuited to the Agency. 

 

3. Reserve the right to withhold assignment of Students during the placement period 

if changes within the University’s Social Work Program or changes within the 

Agency appear to present inadequate learning situations. 

 

4. Acknowledge that sexual harassment of Students is a violation of Title IX of the 

Educational Amendments of 1972, which prohibits sex discrimination in 

education. Academic sexual harassment is the use of authority to emphasize the 

sexuality of a Student in a manner that prevents or impairs that Student’s full 

enjoyment of educational benefits, climate, or opportunities. Un-welcomed sexual 

advances, requests for sexual favors, and other verbal or physical conduct of 
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sexual nature constitute sexual harassment when grades or educational progress 

are contingent upon submission to such conduct, or when the conduct has the 

purpose or effect of interfering with the individual’s academic performance or of 

creating an intimidating, hostile, or offensive educational environment. All parties 

agree concerning sexual harassment by Students will be conducted according to 

procedures as outlined in the Field Manual. 

 

5. Not discriminate against any Student desiring to participate or any Student 

participating in the field experience because of race, color, sex, national origin, 

disability, or age. 

 

6. Maintain good communication between the institutions. 

 

7. Discuss matters of mutual concern including the quality of programs and the 

development of educational programs. 

 

8. Confer on plans, problems, and changes related to the educational experience. 

 

9. Promptly notify the other of any claim made by or expected from a claimant 

against a party to this agreement. 

 

B. THE UNIVERSITY AGREES T0: 

 

1. Maintain a Social Work Program that includes a field experience component that 

meets the accreditation standards of the Council on Social Work Education. 

 

2. Provide liability insurance when a Student registers for the field education 

placement course.  This policy is designed to ensure protection for malpractice 

issues. The University shall strongly suggest that Students assigned to the Agency 

be covered by professional liability insurance. The Agency may require Students 

to obtain insurance and provide verification of their coverage. Students also 

should have their own personal health and accident insurance coverage. The 

University acknowledges that the Agency is not obligated to cover Student under 

the Agency’s Worker Compensation Insurance and that the Agency will inform 

the Student if the student is covered under the Agency’s Worker Compensation 

Insurance. 

 

3. Function within the bounds of Public Law 93-380, The Family Educational and 

Privacy Act of 1974, that restricts the release of Student records including official 

academic records, Student life records, financial aid records and medical records 

without the written permission of the Student.  

 

4. Employ a Field Coordinator who is responsible to: 

 

a. Recruit and select agencies with qualified Field Instructors and monitor 

the learning experience and performance of the Student, to include 
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meeting with the Field Instructor and the Student in three-way 

conferences at least twice each semester. 

 

b. Assign only those Students who have met the field placement criteria, as 

outlined in the Field Instruction Manual. 

 

c. Collaborate with the Student and Field Instructor concerning the Student 

Learning Plan. 

 

d. Assist Students in identifying and providing relevant personal 

information to prospective Field Instructors. 

 

e. Act as a mediator and/or consultant if problems arise or if there is a need 

to clarify the requirements and objectives of the field placement. 

 

f. Assign the Student’s Field Instruction grade after the student’s 

evaluation with the Field Instructor and the Field Coordinator.  

 

g. Complete an evaluation an each Field Instructor and Agency at the end 

of the Student’s placement. 

 

h. Consider evaluations and recommendations for change from the Student, 

Field Instructor, and Agency. 

 

i. Communicate the departmental mission, goals, and objectives to the 

Field Instructors to assure continuity of the Students’ educational 

experiences. 

 

j. Confer with the Agency prior to placement of any Student in order to 

establish or to review the purpose, provisions and responsibilities 

involved in the field placement. 

 

k. Provide a Field Instruction manual that describes the philosophy, 

curriculum, evaluation forms and procedures of the Social Work 

Program. 

 

l. Upon receipt of Agency’s written notice of a Student whose work or 

conduct with clients, patients or personnel is not in accordance with 

acceptable procedures or standards of performance or is otherwise  

disruptive to patient or client services or Agency’s operations, evaluate 

such Student’s conduct and remove the Student from Agency except as 

the parties otherwise agree in writing. 

 

m. Enhance the teaching contribution and encourage communication and 

coordination between the Agency staff and the University Field 

Instructors and task supervisors by providing them with seminar 
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meetings, workshops, training, and orientation sessions before and 

during the term of placement  

 

n. The field instructors will additionally be given course syllabi and 

University information in order to promote an understanding of the 

curriculum of the school of social work. 

 

o. Communicate the expectations, challenges, and Student preparedness to 

the Field Instructor. 

 

p. Help new Field Instructors to plan for the Students in accordance with 

the objectives of field experience. 

 

q. Review Student field applications and consult with Students prior to 

practicum experience to insure the desired “fit” between Student and 

Agency.  

 

r. To keep record of the Student’s time in the field and complete evaluation 

reports. 

 

s. Facilitate field seminar classes on campus for Students to fully integrate 

their social work knowledge with their practice experience. 

 

t. Be available as a resource person for the Student. 

 

C. THE AGENCY AGREES TO: 

 

1. Designate an MSW or BSW field instructor to coordinate learning experiences for 

the Student.  If a task supervisor is also assigned, the field instructor coordinates 

the total learning experience with the task supervisor and both are responsible for 

the final evaluation report.  Additional subsidiary task supervisors should be 

utilized during the placement period only after consultation with the faculty 

liaison. 

 

2. Provide time for the field instructor, and task supervisor when assigned, to hold 

face to face educational conferences with the Student at least one hour per week.  

Time is also provided for additional conferences with the Student, Agency staff, 

and University faculty, as needed, during the placement term. The purpose of said 

meetings is to provide feedback and to act as an educator and model. 

 

3. Complete a Field Instructor Information Form before field experience occurs. 

 

4. During the first week of placement orient the Students to the micro, mezzo, and 

macro practice systems of the Agency. 
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5. Provide time for the field instructor, and task supervisor when assigned, to attend 

field meetings at the University before and during the placement period. 

 

6. Provide office supplies, access to a telephone, administrative support, and office 

which enables the Student to effectively complete requirements for field 

placement. 

 

7. Provide appropriate learning experiences and activities for the Student in order for 

the Student to satisfactorily complete field placement requirements. Assignments 

will be structured to help promote the Student’s learning and professional growth 

as a beginning generalist social worker, rather than the scheduling demands and 

workload of the Agency. 

 

8. Communicate immediately with the Field Coordinator any concerns regarding the 

Student’s learning, schedule or conduct or if significant events occur within the 

Agency that have an impact on the completion of the Student learning plan. 

 

9. Set up and participate in individualized learning contracts with each Student and 

with the Field Coordinator. 

 

10. Evaluate the Student’s progress toward meeting his/her goals, and participate in a 

three way conference at mid semester and the end of each semester with the 

faculty liaison and the Student. 

 

11. Determine the number of Students to be assigned for field placement by mutual 

agreement of  the Agency and the University.  The Agency has the final decision 

on the number of Students it can accommodate. 

 

12. Be available to each Student in crisis situations with clients. 

 

13. Teach effective communication skills, both verbally and in writing. 

 

14. Be familiar with the Social Work curriculum. 

 

15. Inform the Field Coordinator of any Agency required health screenings, 

immunizations, and criminal background checks. The Agency needs to stipulate 

who will assume the financial responsibility for these requirements. 

 

16. Adhere to the ethical standards found in the NASW Code of Ethics through the 

incorporation of social work knowledge and values within the Agency’s mission, 

policies, procedures, services and practices. 

 

17. Allow Students to take part in staff meetings, in service trainings and other 

educational opportunities. 
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18. Reimburse Students for mileage incurred as part of the field placement Agency 

assignments when the Students are required to use their own automobiles and to 

reimburse cost incurred as part of mandatory training. 

 

19. Comply with principles of confidentiality and privacy regarding Students. 

 

20. Allow Students, under supervision, access to confidential and privileged 

information necessary to the development of the professional experience.  

 

21. Provide services to diverse populations and populations at risk. 

 

22. Follow procedures outlined in the University’s Field Instruction Manual for the 

termination of a Student’s field placement. 

 

23. Sign the Student’s weekly log. 

 

24. Maintain complete records and reports on each Student’s performance and 

provide evaluations to the University on the forms, in the format, and according to 

the time frame established by the University. 

 

25. Continue to maintain all Field Instructor requirements as stated in the Field 

Instruction Manual. 
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GENERAL PROVISIONS are as follows: 

 

1. This Agreement shall be governed by and construed according to the laws of The 

State    of Florida. 

2. This Agreement may be amended only in writing signed by each party involved in 

the agreement. 

3. Each party shall retain a signed copy of this agreement. 

4. This Agreement shall continue in effect until terminated by either party upon 30 

days written notice to the other. Any Student in placement with the Agency at the 

time of termination shall be permitted to complete the field placement with the 

Agency under the terms of this agreement unless that Student’s placement is 

terminated in accordance with the provisions in the Field Instructors Manual. 

 

The parties have executed this agreement on this _______day of 

___________________________, 20___. 

 

AGENCY:                                                                                    SOUTHEASTERN UNIVERSITY 

Agency Name:                                                                                             1000 Longfellow Blvd. 

Agency address:                                                                                        Lakeland, FL  33801 

 

                                    

 _________________________________                                  __________________________ 

Signature of Agency Administrator                                                       Dr. William Hackett 

                                                                                                                                                                                  Provost                                                                                             

                                                                                                                           

                                                                                                   ____________________________ 

                                                                                                           Pam Criss, Ph.D., LCSW 

                                                                                                Social Work Program Field Director 

 

 

                                                                                                     ___________________________    

                                                                                                               Johnny Jones, MSW, PhD 

                                                                                                         Social Work Program Director 
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                                               Southeastern University 

Department of Social Work 

1000 Longfellow Blvd.  

Lakeland, FL 33801 

 

FIELD EDUCATION APPLICATION PROCESS 
 

The Southeastern University Social Work Field Program maintains high standards of professionalism that are 

guided by the National Association of Social Workers (NASW) Code of Ethics. Students entering into Practicum 

are expected to become familiar with the NASW Code of Ethics and maintain the highest standards of 

professionalism, academic integrity and ethical conduct with other students, faculty, university staff and clients. 

 

The Field Application is used to assist the Field Office in matching students to placement sites.  Although the 

application asks for detailed information, we cannot guarantee meeting all of your placement requests.  Placements 

are based upon educational needs, your interests and agency availability.  The primary focus of BSW and MSW 

generalist placements is to develop the student’s knowledge, value and skill base with a focus on entry-level social 

work practice.  This foundational experience is intended to prepare students for Advanced Standing or 2nd year MSW 

placements with a clinical concentration. 

 

Most social work agencies require students to complete background checks, law enforcement finger printing, 

driving records, and criminal record checks. In most instances, the expense for the background check is the 

responsibility of the student. If you have an issue or issues that might appear on your background check, 

including, but not limited to adjudication or conviction of a crime, court orders to register as a sex offender, or 

suspension or revocation of a government-issued license or certificate, you are urged to discuss this with the 

appropriate Field Coordinator immediately, as these issue may impact your ability to obtain a placement. Students 

must also report any background issues on the field application so that an appropriate placement can be made.   

 

It is recommended that students plan ahead in order to fulfill MSW and/or BSW Field Education Hourly 

Requirements.  Field placements cannot be guaranteed to students who request evening and weekend placements. 

Additionally, students must complete at least 50% of their field hours during the agency’s normal business hours. 

Evening (after 5 p.m.) and weekend placements are extremely limited. The Department of Social Work is under no 

obligation to provide such placements. Consequently, field placements cannot be guaranteed to students who require 

evening and weekend placements. 

 

The number of hours a student is required to be in Field is determined according to accreditation requirements set 

forth by the Council on Social Work Education. Because length of internship and number of field semesters vary per 

program, the average amount of internship hours per week also varies.  Refer to the table below for an estimate 

of the number of hours per week in internship.  

 

Field Hours Plan, per Department of Social Work 

Department of 

Social Work 

Total hours in 

field 

Semesters of 

internship 

Approximate 

average  # of 

hours per week 

Total # of 

weeks in field 

BSW 400 Fall and Spring 14 hours/week 30 weeks 

MSW Generalist 

Year 

400 Summer (Sessions 1 

+ 2) 
25 hours/ week 16 weeks 

MSW Clinical 

Year 

500 Fall and Spring 17 – 18 hours/week 30 weeks 
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I certify that the information given in this application is accurate and complete to the best of my knowledge. I 

understand that falsification or withholding of information will be sufficient grounds for refusal to consider 

my Field Application and/or may cause a delay in the field placement process.  The Southeastern University 

Department of Social Work cannot guarantee a field placement or subsequent degree completion for students who 

do not pass background checks.  
 

Applicant Name  

(Print):   ________________________________________________________ 
 
 

Applicant Signature:  ________________________________    

Date: ____________________ 
 

The Department of Social Work Field Coordinators are committed to providing each student with a satisfactory 

learning experience.  For further questions or additional assistance contact: 

 

Pam Criss, PhD, LCSW      

BSW Field Director     

Southeastern University, Department of Social Work    

Buena Vida East, Rm EM31      

pcriss@seu.edu     

863- 667-5153      

 

                             Jessica Felix-Jager, MSW     

BSW Field Coordinator  

Southeastern University, Department of Social Work     

Buena Vida East     

jfelixjager@seu.edu 

 

   

      

   

      

            

      

TO INITIATE THE PLACEMENT PROCESS, YOU MUST SUBMIT/COMPLETE THE FOLLOWING: 

⧠ A completed Field Application.  The application must be typed or legibly written and students must submit the 

original to the Department of Social Work Office. 

⧠ A current resume.  Resumes should include paid work experience, volunteer experience, previous placements and 

other pertinent training or skills. Please include your SEU email on your resume. 

⧠ Acknowledgement and release statements completed and signed (page 7 of this document). 

⧠ The Signed Statement of Understanding acknowledging that you have read, understand and agree to comply with 

all Field Education policies (page 8 of this document).  

 

The placement process will not proceed until all documents are submitted and complete.  Please keep a copy of your 

application.  If you have any questions, please contact the Social Work office at 863- 667-5000. 

    

   Southeastern University Department of Social Work  

   1000 Longfellow Blvd., Lakeland, FL 33801 

   Buena Vida East 

 

mailto:pcriss@seu.edu
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Southeastern University 
Department of Social Work 

1000 Longfellow Blvd. 

Lakeland, FL 

 
MSW/BSW FIELD APPLICATION 

 

Name (Last, First):                                                                  SEU ID#:  

⧠BSW Concurrent (Field in Fall and Spring) 

⧠BSW Block ( Field in Fall semester only) 

⧠MSW Generalist (Field in Summer Sessions 1 & 2) 

⧠MSW Clinical (Field in Fall and Spring) 

Certificates: 

⧠Children’s Services (field placement will be with children, youth & families) 

Personal Information 

Address:  __________________________________________________________________________ 

City, State, Zip:  ______________________________________________________________________ 

Southeastern University email:  _________________________________________________________ 

Phone Number:  ____________________________ Date of Birth:  ____________________________ 

Name of Person to Contact in Case of Emergency 
(Preferably closest relative or friend) 

Name:  ________________________________________Relationship: __________________________ 

Address: ____________________________________________________________________________ 

City, State, Zip:  ______________________________________________________________________ 

Emergency Phone Number: _______________________________________ 

Educational History (MSW students only) 

    Undergraduate institution attended: ____________________________________________________ 

    Year of graduation _______     Major_________________________ Minor____________________ 

Educational Plans (BSW students only) 

What are your future educational plans (as best as you can plan as of this date)? 

□ I plan to work after getting my BSW degree 

□ Work first, then continue graduate study in the area of __________________________ 

□ Continue immediately in graduate study in the area of _____________________________ 
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Medical Data 
 

Are you covered by a health insurance policy? 

Yes □ 

No  □ 

 

Are you physically and mentally capable of safety performing and fulfilling the requirements of 

the Field Program for which you are applying, with or without accommodation? 

                                Yes □ 

           No □ 

 
If you are a person with a disability, please identify any accommodations needed to enable you to effectively  

perform course and field work.  The Field Office will contact you to discuss further if necessary. 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

______________________________________________________________________________________ 

 

Background History 
Note:  Southeastern University Department of Social Work cannot guarantee a field placement or subsequent 

degree completion for students who do not pass background checks.  Alternatively, answering yes to the questions 

below does not prohibit a student from being placed in field.  The Field Office will contact you to discuss further.  

Have you ever been arrested or convicted of a misdemeanor or felony? 

⧠ Yes – if yes, when?  _________________________________ 

⧠ No 

Have you ever had adjudication withheld on a misdemeanor or a felony charge? 

⧠ Yes 

⧠ No 

Students are responsible for providing their individual travel to and from field placement 

Do you have a car to drive to your placement? 

⧠ Yes 

⧠ No  

Do you have a valid driver's license? 

⧠ Yes 

⧠ No 

Do you have current automobile liability insurance? 

⧠ Yes 

⧠ No 

If you do not have a car, what arrangements will you make to ensure that you can report to your internship site on a 

consistent, professional basis?  

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 

_____________________________________________________________________________________________ 
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Language Skills (other than English) 
 

Language spoken 
Rate verbal and written 

fluency on a scale of 1-5 

Can you conduct 

interviews and 

assessments? 

Can you write reports? 

 Verbal ___   Written ___   Yes □       No □   Yes □      No □ 

 Verbal ___    Written ___   Yes □       No □   Yes □      No □ 

 

Current Employment/ Working during internship 

Note: Evening (after 5pm) and weekend placements are extremely limited. The School of Social Work is 

under no obligation to provide such placements. Consequently, field placements cannot be guaranteed to 

students who require evening and weekend placements. 
Are you currently employed?  

Yes □ 

No  □ 

If you are employed, where are you employed?_____________________________________ 

   What is your current position title?_______________________________________________ 

   When do you work in an average workweek?  _____________________________________ 

Describe where, in the regular workweek (M- F, 9-5), you plan to schedule your internship 

hours each week. Please estimate approximate start and stop times each day.  

 (BSW- 15 hours per week; MSW- Foundation Year = 25 hours per week; MSW- Clinical Year – 17-18 hours per 

week) 

Mon. _____________________________ 

Tues. _____________________________ 

Wed. _____________________________ 

Thur. _____________________________ 

Fri. ______________________________ 
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Professional Experience 

List human or social service experience. Start with the most recent experience, including volunteer, 

work, internship, and employment. Attach a separate sheet, if necessary.  

Organization/Agency City/State/Country Start 

and 

finish 

dates 

Hrs. 

per 

week 

Status: 

Volunteer, 

Internship, 

Employee 

     

     

     

     

     

     

 

Field Placement Interest  

Identify the age/developmental stage of all client groups in which you are most interested: 

□ Infants/preschool aged  

□ Elementary aged  

□ Adolescents/ transitioning youth (18-22) 

□ Young and middle aged adults  

□ Aging adults 

 

Identify settings of interest: List first, second and third choices for types of social work that 

interest you most. 

 If you are equally interested in two or more particular areas, it is acceptable to have them all 

identified equally.  

(For example, you could have three areas that are number one choices) 

 ___ Community action (macro focus)          ___ Child Welfare 

___ Corrections                                                                                                           ___ Healthcare/Medical/Hospital    

___ Developmental Disabilities          ___ Mental Health 

___ Domestic Violence                        ___ Military/Veterans 

___ HIV/AIDS                                      ___ Aging Services (Assisted living, home health care) 

___ Homelessness/Emergency Assistance    

___ Hospice/Palliative care                 ___ Substance abuse 

___ Juvenile Justice                              ___ School social work 

___ Immigration/migrants                  ___ Other_____________________________ 

Please note:  

1.  Some agencies may only accept clinical-level MSW student interns 

2. The inclusion of each setting on the list does not necessarily mean that an internship in that area can be 
guaranteed in a given year, depending upon availability of agencies and field instructors.  
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 County preferred: 

⧠ Hardee               □     Osceola 

⧠ Highlands         □     Pinellas 

⧠ Hillsborough     □     Polk 

⧠ Orange               □    Other:_____________________ 

*Please note:  Travel time of up to 60 minutes to internship may be required* 

Conflict of Interest 

 Do you anticipate any conflicts of interest with regard to field placements? Please explain. 
 Examples: 1) you or a family member may receive services at an agency in which SEU places students; 2) you 

personally know the owner of the group home in which students intern. 

 

 

 

 

 

Narrative Questions 

In order to help make your learning experience in the field as meaningful and productive as 

possible, please provide a TYPED narrative concerning the items below. Please limit your 

answers to 4-5 meaningful sentences for each area.  

 

Interest in Social Work 

 Discuss your interest in the profession of social work.  

 

 

 

 

 

 

 

 

Social Work Career Goals 

 Describe the client population and type of agency in which you plan to work when you graduate 

from this program. 
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Self Awareness 

Discuss what you know about yourself, particularly areas of strength as well as those needing 

growth and development. 

 

 

 

 

 

 

 

 

Special Interests  

Describe any special interests, skills or life experiences you have had that would contribute to 

your field internship experience. 

Examples: 1) Worked with homeless; 2) Volunteered with rebuilding efforts after a hurricane; 3) 

Participated in Spanish language immersion program in Honduras. 

 

 

 

 

 

 

 

 

Challenging Situations/Thriving situations 

Discuss client situations that you believe would be most challenging for you, possibly due to 

personal conflicts, past trauma, or differing work styles.  

 

 

 

 

 

 

 

 

 

Discuss agency/client situations in which you believe you would most thrive. 
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Past History or Special Circumstances 

Please explain any personal, family, health/mental health issues of concern that might affect your 

ability to fulfill requirements at the agency or client population you will be serving. Describe any 

accommodations you may need. 

 

 

 

 

 
 

 

Special Consideration 

If there are any additional facts to be taken into consideration during the matching process, please indicate them 

here. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Name (Last, First):  
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REQUEST FOR PLACE OF EMPLOYMENT AS FIELD INTERNSHIP 

If you are requesting your place of employment as a field placement agency, please provide the 

information requested below. 
 

Agency Name Where Currently Employed:      
 

Agency Address:    
 

City, State, Zip:    
 

Phone Number (include area code):    
 

Contact Person:    
 
 
 

IMPORTANT INFORMATION ABOUT EMPLOYMENT BASED FIELD 

INTERNSHIPS 

 
 
The following criteria MUST be met in order for your place of employment to be approved as your Field Internship: 
 

Work assignment  for  the  Field  Education  course  must  be  new  and  different  from  the assignments of your 

usual job,  

 

Your BSW/MSW Agency Field Instructor must be different from the supervisor assigned for your regular 

employment, and 

 

BSW/MSW Agency Field Instructor must meet the required standards of the School of Social Work 

 

In order for your request for Employment Based Field Internship to be considered; you must complete and 

submit the Employment Based Internship Agreement to the Field Education Office at least thirty (30) days 

prior to the start of the semester. Agreement forms submitted less than 30 days prior to the start of the 

semester will not be considered.  
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ACKNOWLEDGEMENT AND RELEASE STATEMENTS (STUDENT SIGNATURE REQUIRED IN ALL 

AREAS) 

CONSENT, ASSUMPTION OF RISK, AND RELEASE 

  (Student’s name) hereby apply to participate in the   

Southeastern University Department of Social Work Field Internship Program. I am acquainted with the 

various risks of serious personal injury or death to myself and others and the significant risk of personal property 

damage or destruction, and hereby assume all risks and consequences associated with or arising in connection with 

such participation. I hereby agree to indemnify and hold harmless Southeastern University Inc. (Lakeland, Florida), 

its employees and students and all organizations involved in the coordination, hosting, staffing and contribution of 

equipment and supplies to or from the Social Work Field Internship Program, and their agents, servants and 

employees from and against any and all claims, damages, actions, liability and expenses in connection with loss of 

life, personal injury and/or damage to property arising out of my participation in the above-referenced activity. 

I HAVE READ THIS CONSENT, ASSUMPTION OF RISK, AND RELEASE AND UNDERSTAND AND 

FULLY AGREE TO ITS CONTENTS. 

 

Signature of Student Date 

Or_________________________________________________                   ___________________________ 

Signature of Parent, if Student is Under the Age of 18                                               Date 

 

Print Name 

APPROVAL OF FIELD PLACEMENTS 

I , understand all field placements must be approved by the Field 

Coordinator of my Department of Social Work (BSW or MSW) prior to starting my internship and accruing any 

hours toward the Field Education requirements. I also understand that students are prohibited from contacting any 

agency regarding an internship or the agency is automatically disqualified as a possible internship site. I’m aware 

that I must submit a signed Placement Confirmation Form to the BSW or MSW Field Coordinator prior to starting 

my internship and that hours will not be counted toward the Field Education requirements until this form is 

submitted. I further understand that the Field Coordinator cannot guarantee that I complete my internship at any 

particular agency or site. 

 

Signature of student Date 

 
 

AUTHORIZATION FOR RELEASE OF INFORMATION 

I authorize the Southeastern University Department of Social Work to release information about me that is included 

on and as a part of this Field Education Application to a potential field placement agency if necessary for the 

purpose of educational/field placement planning. 

 

Signature of student                                                                                       Date 
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BSW/MSW FIELD ORIENTATION 

I understand that BSW Preparation for Field class will be held prior to the start of the internship or MSW Field 

Orientation will be held prior to the semester that the student is to begin internship. Attendance for BSW and MSW 

students in the appropriate orientation process is MANDATORY. I understand that BSW students must receive a 

satisfactory grade to advance towards internship. MSW students must attend Field Orientation.  I further understand 

that as an MSW student, if I am unable to attend MSW Field Orientation due to an excused absence (hospitalization, 

death in the family, etc.), I must contact the Field Office in advance and schedule a meeting with field faculty before 

I start my field placement.  Any hours completed without attending Field Orientation will not be counted as field 

hours. 

 

_______________________________________________                                   _____________________________ 

Signature of Student Date 

 

DISABILITY/SPECIAL NEEDS 

The SEU Department of Social Work requests that students with special needs disclose their need for 

accommodations to field faculty and register with the SEU Academic and Auxiliary Services so that reasonable 

accommodations can be made. Students are advised that non-disclosure of conditions that may impact students’ 

ability to meet academic and field education requirements may result in difficulty securing a field placement. 

Disclosure allows for faculty to engage in an interactive proves with the student to determine reasonable 

accommodations or modifications. Please review the Department of Social Work Student Excellence Standards that 

establish the essential qualifications required for safe and competent performance of the duties and skills needed in 

the social work profession. 

 

Signature of Student                                                                                                                Date 
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FIELD APPLICATION AGREEMENT 

 

The following statements are in accordance with the Southeastern University Department 

of Social Work policies and procedures. For detailed information, please refer to the Field 

Manual (BSW or MSW). Please read statement carefully and provide initials to acknowledge 

acceptance. 

 

I verify that the information provided in the application is, to the best of my knowledge, true and accurate. I 

acknowledge that any misrepresentations or omissions on my part may affect my eligibility for field internship in the 

upcoming academic year, and thus, the corresponding social work courses, or may result in a delay in graduation or 

termination from the program. I understand that failure to comply with field internship procedures may result in a 

delay in field assignment or disenrollment from field internship._____ 

 

I understand that the Department of Social Work and the sites that accept students for field internships work closely 

together to provide me with an opportunity to meet the learning objectives of the field education courses in which I 

enroll and then to evaluate my progress toward meeting them. To this end, field education staff, field instructors, and 

faculty may share information about my work at the field site and I authorize such exchange of information about 

me and my work.  _______ 

 

I will inform the Department of Social Work if I have a potential dual relationship with person(s) in any of the 

assigned agencies, and agree to be placed in a new agency. Examples of duel relationships include: a personal 

relationship with someone at the agency, whether friend, relative, or client. _______ 

 

I acknowledge that I have read the National Association of Social Workers (NASW) Code of Ethics 

(www.socialworkers.org) and verify that I will abide by them in professional practice. This includes demonstrating 

competence; acknowledging dignity; displaying integrity; demonstrating the importance of human relationships; 

providing service; and advocating for social justice. Failure to comply with these integral principles of the 

profession may result in non-eligibility for field internship and thus, the social work degree. _______ 

 

I agree that my responsibilities in the field intern role as per the policies and procedures of the Southeastern 

University Department of Social Work, and will maintain professional conduct at all times. I acknowledge that the 

Department of Social Work has a field internship termination policy and procedure.  Among other reasons, a field 

agency has the right to terminate an intern if a situation occurs in which the client’ well-being and safety are at risk 

as a result of the intern’s actions. If termination occurs, I will participate in termination procedures in a professional 

manner, as designated by the Department of Social Work and as expected by the agency. I understand that, should I 

terminate or be terminated prematurely due to my own actions, the Department of Social Work may not be able to 

locate another suitable field agency for me, therefor my field internship may be delayed at least one year. _______ 

 

 

Signature of student                                                                                                     Date 
 
 

 

 

http://www.socialworkers.org/
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SIGNED STATEMENT OF UNDERSTANDING 

FIELD EDUCATION MANUAL POLICIES AND GUIDELINES 
 

 

I, ___________________________________________ certify that I have read, 

understand and agree to comply   
                   (Print Name) 
with the Southeastern University and Department of Social Work policies and 

guidelines as listed and described in the BSW or MSW Field Education Manual 

and BSW or MSW Handbook:   
_____________________________________________      ______________________________ 

Student Signature                                                                                 Date 

 

PLEASE READ AND KEEP THE FOLLOWING INFORMATION FOR YOUR 

RECORDS 

MSW/BSW Field Education Hourly Requirements 

Field Hours Plan, per Department of Social Work 

Department of 

Social Work 

Total hours in 

field 

Semesters of 

internship 

Approximate 

average  # of 

hours per week 

Total # of 

weeks in field 

BSW  400 Fall and Spring 14 hours/week 30 weeks 

MSW Generalist 

Year 

400 Summer ( Sessions 1 

+ 2) 
25 hours/ week 16 weeks 

MSW Clinical 

Year 

500 Fall and Spring 17 – 18 hours/week 30 weeks 

 

Transportation 

Travel to and from the field placement is the student’s responsibility.  Students are also responsible for meeting 

specific requirements requested by the agency (such as home visits) as well as any agency policies and procedures.   

Please note:  Travel time of up to 45 minutes to internship may be required 

 

Working during Internship 

If you are employed and anticipate having to work during your internship you are still be expected to be at your 

field placement during regular, daytime business hours.  Students cannot complete hourly requirements by solely 

working nights and weekends. Although agencies vary in terms of flexibility; the School of Social Work expects 

students to have consistent availability during daytime business hours. 

 

Home Visits 

Most agencies expect that students will conduct home visits after receiving appropriate training. The School of Social 

Work is very committed to students having the opportunity to make home visits. Students cannot refuse home visit 

assignments unless there are legitimate safety or other serious concerns. These issues should be discussed with your 

agency Field Instructor and the Field Coordinator. 
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Employment Based Internship 

Employment Based Internships are approved by the Coordinator of Field Education.  Students must submit an 

Employment Based Internship Application (found within the BSW Field Application) to the Field Education Office 

thirty (30) days prior to the start of the semester.  Applications submitted less than 30 days prior to the start of the 

semester will not be considered.   Students are NOT permitted to use current employment position as internship; 

rather, students are required to demonstrate a new learning experience.   

 

Students will be notified in writing if the request is approved or denied. Approval is based on requirements 

established by the Council on Social Work Education (CSWE). Please note that submitting the Employment Based 

Internship Agreement to the Field Education Office does not mean that the request is approved. 

Note:  Students are allowed one employment based internship while a student in the School of Social Work. Students 

who complete an employment based internship while in the BSW Program and who are accepted into the MSW 

program will not be eligible to complete an employment based internship as an MSW student. 

 

Contacting Agencies on Your Own 

All field placements are coordinated through the Field Education Office. Students are NOT permitted to contact 

agencies on their own to set up field placements. Any agency contacted directly by the student without coordinating 

the contact through the Field Education Office will be disqualified as a potential field site for the student. 

 

Liability Insurance 

Each student enrolling in field courses is required to purchase his/her own professional liability insurance and provide 

proof of insurance before the student can begin internship.  

 

Worker’s Compensation 

Students may not be covered by the field placement agency's worker’s compensation program. Please discuss this 

with your agency Field Instructor. Students are encouraged to have their own personal medical coverage. 

 STUDENTS KEEP THIS COPY FOR YOUR 

RECORDS 
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Southeastern University 
Social Work Program 

 

Proposal for Field Placement in Work Setting 

 

The agency official that has the authority to grant permission for release time for the field 

placement should be contacted prior to submitting the proposal. The proposal should be typed, 

using the outline format provided. 

 

Name: 

Home Address: 

School Address: 

Year of Field Practicum 

Date: 

 

I. Name, Address, Telephone Number and Email Address of the agency 

 

II. Description and Function of the Agency 

 

III. Student Employment Status 

a. Job title and function 

b. Length of  time with the agency 

c. Length of time in capacity mentioned in item a. 

d. Name of immediate supervisor 

e. Client population 

f. Normal work hours (days and times) 

 

IV. Proposed field placement experience  

a. Job title and function (Please differentiate the field placement experience from 

your job functions.) 

b. Address of placement 

c. Client population 

d. Field Instructor 

e. Proposed hours (days and times) 

 

V. Proposed Field Instruction Learning Objectives 

a. List and describe potential social work practice involvement and/ or projects that 

could be that could be implemented at the agency that are substantially different 

from the tasks/assignments done as an employee of the agency. 

b. Develop a brief list of proposed field instruction learning objectives (Use the 

objectives in the field instruction curriculum objectives for guidance.) 

 

VI. Attached to the proposal, include the following: 

a. Current resume of field instructor 

b. Letter from the agency director/administrator stating that s/he has reviewed the 

proposal and is in agreement. 
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Southeastern University 

Department of Social Work 

1000 Longfellow Blvd.  

Lakeland, FL 33801 

 

FIELD PLACEMENT CONFIRMATION FORM 

 

STUDENT INFORMATION 

 
 Name:   

 SEU Email:  

 Phone Number:  

 

STATUS 

 BSW Student   MSW 1st year (Foundation)    MSW Advanced Standing (Clinical) 

 

AGENCY INFORMATION 

 
Agency Name: ______ 
 Address:  

 Phone Number: ___________________________       

Program/Field Site: 

  
Field Instructor: ____ 

 Email Address:       ____________________________    

Phone Number: ____________________________ 

 
Task Supervisor: (if applicable)______ 

  Email Address:      ____________________________   

Phone Number:_____________________________  

 

SIGNATURES: 
The signature below confirm that the student and field instructor agree upon a field placement at 

the above agency and that the field instructor can provide a minimum of one hours of supervision 

per week:  

 

Student Signature                                                                                            Date  

 

Field Instructor Signature                                                                                 Date 

 

THIS FORM MUST BE SUBMITTED TO THE FIELD COORDINATOR PRIOR TO THE  

BEGINNING OF THE FIELD PLACEMENT IN ORDER FOR ALL FIELD HOURS TO COUNT 

FOR OFFICE USE ONLY: 
 

Date Received: ____________ 

Signature of Field 

Coordinator:____________________ 

  

_________ 

⧠ IPT 
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Southeastern University 

Social Work Program 

 

Acknowledgement of Risks in the Field Practicum 

 

This document is designed to inform you of the potential risks associated with the field 

practicum, which is required for graduation.  It is the Social Work Program’s belief that you have 

a right to be informed of some of the risks associated with this aspect of your educational and 

professional preparation and that with proper knowledge and preparation, risks can be 

minimized. 

 

1. Liability insurance.  It is recommended that students carry professional liability 

insurance.  Coverage is available through membership in the National Association of 

Social Workers (NASW).  Membership applications are available through the Social 

Work Program secretary.  Because of the time required for processing membership 

applications, it is recommended that students wishing to exercise this option join 

NASW during the second semester of their junior year. 

 

An important aspect of professional practice is knowing the limits of your knowledge 

and skills and avoiding situations that are not within your area of competence.  

Whenever you have a question about the handling of a particular case and whether or 

not a given intervention is appropriate, see your Field Instructor. 

 

2. Automobile liability insurance.  If you will be using your personal vehicle in the 

field, it is recommended that you check with your insurance company for a clear 

understanding of your coverage.  Ask specifically what coverage you have if 

something happens while transporting a client.  The Social Work Program 

recommends that you not use your personal vehicle to transport clients.  If clients are 

to be transported, an agency vehicle should be used. 

 

3. TB Skin Test (PPD-S).  TB has seen an increase in recent years.  If you anticipate a 

field practicum setting that serves populations at risk for TB, it is recommended that 

you take this test prior to entering the field.  Some settings may actually require this 

test.  You can get this through the EC Health Center at a nominal cost. 

 

4. Client office visits.  Sometimes you may have a client in your office who becomes 

agitated or hostile.  It is important that you discuss such matters with your Field 

Instructor early in your practicum to be informed of agency policy and recommended 

courses of action should such an event happen. 

 

5. Institutional setting.  Mental health and correctional institutional settings serve a 

client population whose behavior may be unpredictable.  It is important that you learn 

strategies for handling clients whose behavior becomes threatening.  Whenever you 

feel uncomfortable with a client, inform your supervisor.  It is acceptable to have your 

supervisor or another staff person accompany you when visiting such clients. 
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6. Home visits.  It is not uncommon for social workers in a variety of social service 

settings to conduct home visits.  Such visits do expose you to risks.  It is important 

that all home visits be made with the full knowledge of your Field Instructor 

including time of departure, time of return, other activities while on the trip, etc.  Do 

not conduct a home visit when you feel uncomfortable or threatened in the situation.  

Return to the agency and report your experiences to your supervisor.  Beware of dogs 

or other household pets that might be a threat.  Do not make a visit when the presence 

of alcohol is detected.  It may be appropriate for you to make visits accompanied by 

your supervisor.  Do not take risks.  Know who to call or what steps to take if you 

should experience a vehicle breakdown. 

 

7. After hours meetings.  Some social service settings have activities that occur beyond 

normal office hours.  Be aware of the location or neighborhood where such activities 

take place, note street lighting, open spaces, shrubs, and other growth that might 

impair vision.  It is suggested that you always be accompanied by your supervisor or 

someone else when going to your car after dark.  Don’t take risks. 

 

8. Hepatitis-B Vaccine.  If you anticipate a placement setting where there is the chance 

of being exposed to blood-borne pathogens, it is recommended that you get this 

vaccination.  This involved a series of three injections over a 6 month period of time.  

The second injection is given 1 month following the first with the third coming 5 

months later.  Given the time requirements for this protection, it is important that you 

begin immunizations at a time that would give you protection by the time you enter 

the field.  Consultation with the school nurse or personal physician is advised. 

 

I have read the above, and understand that the field practicum does present some risks not all of 

which have been names.  I also understand that prudent choices and exercising caution can 

minimize these risks.  I further recognize that it is my responsibility to become informed of 

agency policy and practices regarding the above situations. 

 

___________________________________  ________________________ 

Student Signature                                                         Date 

 

___________________________________  ________________________ 

Field Coordinator Signature                               Date 
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Southeastern University 

Social Work Program 

 

Exception to Client Transport Policy  

Use of Personal Automobile in Field Practicum 

 

The Southeastern University Social Work Program advises in its Field Manual that all student interns 

should be discouraged from transporting clients in their personal automobiles during the completion of 

their practicum requirements.  In the event of an accident, students who are transporting clients are 

legally responsible and insurance carriers may deny the claim when they discover that the student is 

acting as a "conveyance" for a business.  The Southeastern University Social Work Program allows an 

exception to policy when the requirements of the practicum require a student to transport clients as 

part of their field practicum duties; however, students must agree to the conditions outlined in this 

document before accepting a field practicum with this requirement.  

 

 Please carefully read this Exception to Policy Acknowledgement, check all boxes indicating your 

understanding of the specific issues and requirements, complete all parts of the form, sign, date, and 

return to your assigned Field Coordinator  before transporting clients during the field practicum. 

  

  I understand that Southeastern University does not provide liability or medical coverage for use of 

my personal automobile as part of my field practicum duties. 

 

  I understand that automobile insurance coverage for the transportation of clients may require an 

upgraded insurance policy and I agree to check with my insurance company for further clarification.   

 

  I agree not to transport clients if any of the following conditions exist: 

 

 My auto insurance is not active 

 

 My auto insurance policy coverage  does not include the use of my vehicle for the purposes of 

transporting agency clients during a field practicum 

 

 My vehicle registration has expired 

 

 My driver’s license is suspended or revoked 

 

 I am using a vehicle not owned by me 

 

 I am under the influence of  a legal or illegal substance that affects my ability to drive safely 

 

 

My signature on page 2 is evidence that the boxes checked above contain accurate information.  

Additionally, I understand that my personal automobile insurance will be the primary insurance in the 

event of an accident related claim while performing my field practicum duties.  I also understand that 

other field placement options that do not require transporting clients can be requested. 
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____________________________________________________________________  

Student Name (print)        

 

 

 

Field Instructor Name (print) 

 

 

 

________________________________ __________ _____ _____________________ 

Name of Agency Placement (print)     

 

 

 

Address of Agency Placement (print) 

 

 

________________________________   __________________ 

Student Signature         Date 

 

 

 

 

 

****Please submit to the Field Coordinator of Southeastern University Social Work 

Program  upon completion 
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Southeastern University  

Social Work Program 
 

Sexual Harassment Incident Report Form 

 

 

Name:  ________________________________________________________ 

 

Placement Agency: ______________________________________________ 

 

Field Instructor:_________________________________________________ 

 

Field Instructor’s Phone:  _________________________________________ 

 

Date(s) of alleged incident:  _______________________________________ 

 

Describe the incident in your own words.  Be sure to describe steps that have been taken to 

date. 

 

_____________________________________________________________________ 

_____________________________________________________________________ 

______________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

______________________________________________________________________ 

 

Desired Outcome:  _____________________________________________________ 

______________________________________________________________________ 

_____________________________________________________________________ 

 

 

 

______________________________________   ________________________ 

Signature                                                                  Date 
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Southeastern University 

Social Work Program 

 

Field Instructor Application 

 

Name: ____________________________________________________________ 

 

Date of Application: ________________________________________________ 

 

Agency Information: 

Agency Name:  _____________________________________________________ 

 

Agency Address: ____________________________________________________                      

 

City/State/Zip:  ______________________________________________________ 

 

Telephone: (        )_________________     Fax:  (        )_______________________ 

 

Email: ___________________________________________________________________ 

 

Education: 

Highest Educational Degree: __________  Date Received:  ____________________ 

 

College/University: __________________________________________________ 

 

Licensure: 

Licensure: State_________________ Date of initial license: _________________ 

 

License Number: _______________________________________________________________ 

 

Experience: 

Years of social service experience: _____ 

 

Years of Social Work Experience: _____   

 

Years of Formal Supervisory Experience: _____ 

 

Years of Field Instruction: _____  

 

University and/or University where you previously supervised students: 

_____________________________________________________________________ 

_____________________________________________________________________ 

_____________________________________________________________________ 

 

Field Instructor and Field Site Information: 

Are you aware of the requirements necessary to be a Field Instructor? Yes      No   
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Briefly describe your reasons for wanting to supervise students: 

 

 

 

 

 

Briefly describe the types of generalist social work roles that occur in your agency: 

 

 

 

 

 

Briefly describe your strengths: 

 

 

 

 

 

Briefly describe any limitations or areas where additional growth is needed: 

 

 

 

 

Description of proposed practicum: 

 

 

 

 

 

 

List several student responsibilities and learning experiences possible in your agency: 

 

 

 

 

 

 

 

What are the particular characteristics and/or skills a student would need for successful 

practicum in your agency? 

 

 

 

If accepted, what is the number of students you are willing to accept during the upcoming school 

year? _____ 
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What is the projected number of students you are willing to accept at one time? ______ 

 

 

 

______________________________  _________________________ 

Signature                                                    Date 
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Southeastern University 

Social Work Program 
 

Student Development Plan  

 
 
Student’s Name: 

  

 
Date: 

 

 

The Student Development Plan is a formal agreement between the student and the Social Work 

Program regarding the student’s professional, academic, interpersonal, or spiritual growth. 

   

 

       

        

 

                                                                                                                                                                                                                    

 

 

 

 

 

 

 

    

  

 

 

 

 

Specifically describe the concern for which the Student Development Plan was written, 

including how it was reviewed, and who was involved. 

 

 

 

 

 

 

 

 

 

 

 

 

     

This Student Development Plan was 

initiated: 

 

 

Due to the provisions or restrictions 

needed for admission/retention in the 

Social Work Program 

OR 

Due to a need for growth in the following 

area(s): 

 Professional 

 Academic 

 Field  

 Social Work Competencies 

 Ethical 

 Other _________________________ 

For this particular concern, this 

Student Development Plan is the: 

 First 

 Second 

 Third 

 Dismissal from the program 

due to the seriousness of the 

concern 

  

This Student Development Plan is: 

 Academic 

 Non-academic 

 Both academic and non-

academic 
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To resolve the identified concern, provide specific, measurable objectives 

for this Student  Development Plan: 

 
Expected 

Date of 

Accomplishm

ent 

 
 
1. 

 
 

 
2. 

 
 

 
3. 

 
 

 
4. 

 
 

 
5. 

 
 

 
6. 

 
 

 
7. 

 
 

 
8. 

 
 

 
9. 

 
 

 

Student Response: 

 

 

 

 

 

Faculty Comments: 

 

 

 

 

My signature represents my participation in formulating the objectives above and my agreement 

to carry out the competencies of a professional Social Worker. My signature further indicates 

that I have read the Student Development Plan and understand it will be reviewed on or before    

. 
______________________________________________________________________________ 

Student Signature                 Date 

 

 

        

 _____________________________________________________________________________    

Faculty Signature                                                                                            Date 
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Southeastern University 

Social Work Program 

 

Student Development Plan Progress Report 

 

 
 
Student’s Name:                                         

  

 
Date: 

 

 

The original Student Development Plan written on (date)    _______ is attached. 

 

This is the    first review              second and final review. 

 
 
Objective 

Number 

 
FC= fully completed 

PC=partially 

completed 

 
 
Comments 

 
1. 

 
 

 
 

 
2. 

 
 

 
 

 
3. 

 
 

 
 

 
4. 

 
 

 
 

 
5. 

 
 

 
 

 
6. 

 
 

 
 

 
7. 

 
 

 
 

 
8. 

 
 

 
 

 
9. 

 
 

 
 

 

This student has:       Fully met the objectives      Remove from provisional status  

  Has partially met the objectives     Admit to Program on provisional status 

  Has not met the objectives     Retain student in the Program 

  Revise this Plan and review again on:           (date)                 Dismiss this student from the program      

  Other (specify below): 

 

Recommendations: 
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Student Comments: 

 

 

 

 

 

 

Faculty Comments: 

 

 

My signature represents my: 1) participation in reviewing these objectives, 2) understanding that 

I have the opportunity to make written comments about the outcome of this review, and 3) 

understanding that I may pursue the review process outlined in the Student Handbook if I do not 

believe this review was fair or objective.  

 

 

                                                                            _________________________ 

Student Signature                                            Date 

 

 

                                                                             ________________________ 

Faculty Signature                                              Date 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 82 

 

 

 

 

 

This code is intended to serve as a guide to the everyday conduct of members of the social work 

profession and as a basis for the adjudication of issues in ethics when the conduct of social 

workers is alleged to deviate from the standards expressed or implied in this code.  It represents 

standards of ethical behavior for social workers in professional relationship with those served, 

with colleagues, with employers, with other individuals and professions and with the community 

and society as a whole.  It also embodies standards of ethical behavior governing individual 

conduct to the extent that such conduct is associated with an individual’s status and identity as a 

social worker. 

 

This code is based on the fundamental values of the social work profession that include the 

worth, dignity and uniqueness of all persons as well as their rights and opportunities.  It is also 

based on the nature of social work, which fosters conditions that promote these values. 

 

In subscribing to and abiding by this code, the social worker is expected to view ethical 

responsibility in as inclusive a context as each situation demands and within which ethical 

judgment is required.  The social worker is expected to take into consideration all the principles 

in this code that have a bearing upon any situation in which ethical intervention or conduct is 

planned.  The course of action that the social worker chooses is expected to be consistent with 

the spirit as well as the letter of this code.   

 

In itself, this code does not represent a set of rules that will prescribe all the behaviors of social 

workers in all the complexities of professional life.  Rather, it offers general principles to guide 

conduct, and the judicious appraisal of conduct, in situations that have ethical implications.  It 

provides the basis for making judgments about ethical actions before and after they occur.  

Frequently, the particular situation determines the ethical principles that apply and the manner of 

their application.  In such cases, not only the particular ethical principles are taken into 

immediate consideration, but also the entire code and its spirit.  Specific applications of ethical 

principles must be judged within the context in which they are being considered.  Ethical 

behavior in a given situation must satisfy not only the judgment of the individual social worker, 

but also the judgment of an unbiased jury of professional peers. 

 

This code should not be used as an instrument to deprive any social worker of the opportunity or 

freedom to practice with complete professional integrity; nor should any disciplinary action be 

taken on the basis of this code without maximum provision for safeguarding the rights of the 

social worker affected. 

 

The ethical behavior of social workers results not from edict, but from a personal commitment of 

the individual.  This code is offered to affirm the will and zeal of all social workers to be ethical 

and to act ethically in all that they do as social workers. 

 

NASW 

Code of Ethics 
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The following codified ethical principles should guide social workers in the various roles and 

relationships and at the various levels of responsibility in which they function professionally.  

These principles also serve as a basis for the adjudication by the National Association of Social 

Workers of issues in ethics. 

 

In subscribing to this code, social workers are required to cooperate in its implementation and 

abide by any disciplinary rulings based on it.  They should also take adequate measures to 

discourage, prevent, expose and correct the unethical conduct of colleagues.  Finally, social 

workers should be equally ready to defend and assist colleagues unjustly charged with unethical 

conduct.   

 

 

The Social Worker’s Conduct and Comportment as a Social Worker 

 

Propriety – the social worker should maintain high standards of personal 

conduct in the capacity or identity as social worker. 

The private conduct of the social worker is personal matter to the same 

degree as is any other person’s, except when such conduct 

compromises the fulfillment of professional responsibilities. 

The social worker should not participate in, condone, or be associated with 

dishonesty, fraud, deceit, or misrepresentation. 

The social worker should distinguish clearly between statements and actions 

made as a private individual and as a representative of the social 

work profession or an organization or group. 

 

Competence and professional development – The social worker should strive to 

become and remain proficient in professional practice and the performance 

of professional functions. 

The social worker should accept responsibility or employment only on the 

basis of existing competence or the intention to acquire the necessary 

competence. 

The social worker should not misrepresent professional qualifications, 

education, experience, or affiliations. 

 

Service – The social worker should regard as primary the service obligation of 

the social work profession. 

The social worker should retain ultimate responsibility for the quality and 

extent of the service which that individual assumes, assigns, or 

performs. 

The social worker should act to prevent practices that are inhumane or 

discriminatory against any person or group of persons. 

 

Integrity – The social worker should act in accordance with the highest 

standards of professional integrity and impartiality. 

The social worker should be alert to and resist the influences and pressures 

that interfere with the exercise of professional discretion and 
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impartial judgment required for the performance of professional 

functions. 

The social worker should not exploit professional relationships for personal 

gain. 

 

Scholarship and research – The social worker engaged in study and research 

should be guided by the conventions of scholarly inquiry. 

The social worker engaged in research should consider carefully its possible 

consequences for human beings.  

The social worker engaged in research should ascertain that the consent of 

participants in the research is voluntary and informed, without any 

implied deprivation or penalty for refusal to participate, and with due 

regard for participants privacy and dignity. 

The social worker engaged in research should protect participants from 

unwarranted physical or mental discomfort, distress, harm, anger, or 

deprivation. 

The social worker who engages in the evaluation of services or cases should 

discuss them only for professional purposes and only with persons 

directly and professionally concerned with them. 

Information obtained about participants in research should be treated as 

confidential. 

The social worker should take credit only for work actually done in 

connection with scholarly and research endeavors and credit 

contributions made by others. 

 

The Social Worker’s Ethical Responsibility to Clients 

 

F. Primacy of clients’ interests – The social worker’s primary responsibility is 

to clients. 

The social worker should serve clients with devotion, loyalty, determination, 

and the maximum application of professional skill and competence. 

The social worker should not exploit relationship with clients for personal 

advantage, or solicit the clients of one’s agency for private practice.   

The social worker should not practice, condone, facilitate, or collaborate 

with any form of discrimination on the basis of race, color, sex, 

sexual orientation, age religion, national origin, marital status, 

political belief, mental or physical handicap, or any other preference 

or personal characteristic, condition or status. 

The social worker should avoid relationships or commitments that conflict 

with the interests of clients. 

The social worker should under no circumstances engage in sexual activities 

with clients. 

The social worker should provide clients with accurate and complete 

information regarding the extent and nature of the services available 

to them. 
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The social worker should apprise clients of their risks, rights, opportunities, 

and obligations associated with social service to them. 

The social worker should seek advice and counsel of colleagues and 

supervisors whenever such consultation is in the best interest of 

clients. 

The social worker should terminate service to clients, and professional 

relationships with them, when such service and relationships are no 

longer required or no longer serve the clients’ needs or interests. 

The social worker should withdraw services precipitously only under 

unusual circumstances, giving careful consideration to all factors in 

the situation and taking care to minimize possible adverse effects. 

The social worker who anticipates the termination or interruption of service 

to clients should notify clients promptly and seek the transfer, 

referral, or continuation of services in relation to the clients’ needs 

and preferences. 

 

G. Rights and prerogatives of clients – The social worker should make every 

effort to foster maximum self-determination on the part of clients. 

1. When the social worker must act on behalf of a client who has been 

adjudged legally incompetent, the social worker should safeguard the 

interests and rights of that client. 

2. When another individual has been legally authorized to act in behalf of 

a client, the social worker should deal with that person always with the 

client’s best interest in mind. 

3. The social worker should not engage in any action that violates or 

diminishes the civil or legal rights of clients. 

 

H. Confidentiality and privacy – The social worker should respect the privacy of 

clients and hold in confidence all information obtained in the course of 

professional service. 

1. The social worker should share with others confidences revealed by 

clients without their consent only for compelling professional reasons. 

2. The social worker should inform clients fully about the limits of 

confidentiality in a given situation, the purposes for which information 

is obtained, and how it may be used. 

3. The social worker should afford clients reasonable access to any 

official social work records concerning them. 

4. When providing clients with access to records, the social worker 

should take due care to protect the confidences of others contained in 

those records. 

5. The social worker should obtain informed consent of clients before 

taping, recording, or permitting third-party observation of their 

activities. 
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I. Fees – When setting fees, the social worker should ensure that they are fair, 

reasonable, considerate, and commensurate with the service performed and 

with due regard for the clients’ ability to pay. 

1. The social worker should not divide a fee or accept or give anything of 

value for receiving or making a referral. 

 

The Social Worker’s Ethical Responsibility to Colleagues 

 

J. Respect, fairness and courtesy – The social worker should treat colleagues 

with respect, courtesy, fairness, and good faith. 

1. The social worker should cooperate with colleagues to promote 

professional interests and concerns. 

2. The social worker should respect confidences shared by colleagues in 

the course of their professional relationships and transactions. 

3. The social worker should create and maintain conditions of practice 

that facilitate ethical and competent professional performance by 

colleagues. 

4. The social worker should treat with respect, and represent accurately 

and fairly, the qualifications, views, and findings of colleagues and use 

appropriate channels to express judgments on these matters. 

5. The social worker who replaces or is replaced by a colleague in 

professional practice should act with consideration for the interest, 

character, and reputation of that colleague. 

6. The social worker should not exploit a dispute between a colleague 

and employers to obtain a position or otherwise advance the social 

worker’s interest 

7. The social worker should seek arbitration or mediation when conflicts 

with colleagues require resolution for compelling professional reasons. 

8. The social worker should extend to colleagues of other professions the 

same respect and cooperation that is extended to social work 

colleagues. 

9. The social worker who serves as an employer, supervisor, or mentor to 

colleagues should make orderly and explicit arrangements regarding 

the conditions of their continuing professional relationship. 

10. The social worker who has the responsibility for employing and 

evaluating the performance of other staff members should fulfill such 

responsibility in a fair, considerate, and equitable manner, on the basis 

of clearly enunciated criteria. 

11. The social worker who has the responsibility for evaluating the 

performance of employees, supervisees, or students should share 

evaluation with them. 

 

K. Dealing with colleagues’ clients – The social worker has the responsibility to 

relate to the clients of colleagues with full professional consideration. 

1. The social worker should not solicit the clients of colleagues. 
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2. The social worker should not assume professional responsibility for 

the clients of another agency or a colleague without appropriate 

communication with that agency or colleague. 

3. The social worker who serves the clients of colleagues during a 

temporary absence or emergency should serve those clients with the 

same consideration as that afforded any client. 

 

 

The Social Worker’s Ethical Responsibility to Employers and Employing 

Organizations. 

 

L. Commitment to employing organization – The social worker should adhere 

to commitments made to the employing organization. 

1. The social worker should work to improve the employing agency’s 

policies and procedures, and to efficiency and effectiveness of its 

services. 

2. The social worker should not accept employment or arrange student 

field placements in an organization which is currently under public 

sanction by NASW for violating personnel standards or imposing 

limitations on or penalties for professional actions on behalf of clients. 

3. The social worker should act to prevent and eliminate discrimination 

in the employing organization’s work assignments and in its 

employment policies and practices. 

4. The social worker should use with scrupulous regard, and only for the 

purpose for which they are intended, the resources of the employing 

organization. 

 

The Social Worker’s Ethical Responsibility to the Social Work Profession 

 

M. Maintaining the integrity of the profession – The social worker should 

uphold and advance the values, ethics, knowledge, and mission of the 

profession. 

1. The social worker should protect and enhance the dignity and integrity 

of the profession and should be responsible and vigorous in discussion 

and criticism of the profession. 

2. The social worker should take action through appropriate channels 

against unethical conduct by any other member of the profession. 

3. The social worker should act to prevent the unauthorized and 

unqualified practice of social work. 

4. The social worker should make no misrepresentation in advertising as 

to qualifications, competence, service, or results to be achieved. 

 

N. Community service – The social worker should assist the profession in 

making social services available to the general public. 
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1. The social worker should contribute time and professional expertise to 

activities that promote respect for the utility, the integrity and the 

competence of the social work profession. 

2. The social worker should support the formulation, development, 

enactment, and implementation of social policies of concern to the 

profession. 

 

O. Development of knowledge – The social worker should take responsibility for 

identifying, developing, and fully utilizing knowledge for professional 

practice. 

1. The social worker should base practice upon recognized knowledge 

relevant to social work. 

2. The social worker should critically examine, and keep current with, 

emerging knowledge relevant to social work. 

3. The social worker should contribute to the knowledge base of social 

work and share research knowledge and practice wisdom with 

colleagues. 

 

The Social Worker’s Ethical Responsibility to Society 

 

P. Promoting the general welfare – The social worker should promote the 

general welfare of society. 

1. The social worker should act to prevent and eliminate discrimination 

against any person or group on the basis of race, color, sex, sexual 

orientation, age religion, national origin, marital status, political belief, 

mental or physical handicap, or any other preference or personal 

characteristic, condition or status. 

2. The social worker should act to ensure that all persons have access to 

the resources, services and opportunities which they require. 

3. The social worker should act to expand choice and opportunity for all 

persons, with special regard for disadvantaged or oppressed groups or 

persons. 

4. The social worker should promote conditions that encourage respect 

for the diversity of cultures which constitute American society. 

5. The social worker should provide appropriate professional services in 

public emergencies. 

6. The social worker should advocate changes in policy and legislation to 

improve social conditions and to promote social justice. 

7. The social worker should encourage informed participation by the 

public in shaping social policies and institutions. 
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Southeastern University 

Social Work Field Program 

 

Field Practicum Hours Recording Form 

Name:________________________________ 

Academic Year ________________________    Semester   Fall    Spring 

 

Week  

Of: 

(date) 

Mon Tues Wed Thurs Fri Sat/ 

Sun 

Total 

Hrs 

Supervisor 

Initials 

How many 

hours of 

supervision 

this week? 

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

 

 

         

Total Hours for Semester________        Total Hours for Practicum________ 

Student Signature____________________________________________Date_____________ 

Field Instructor Signature____________________________________   Date_____________ 
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Southeastern University 

Social Work Program 

Field Learning Plan 

 

Name: ____________________________________________  

         

Field Instructor: _____________________________________ 

 

Task Supervisor (if applicable):________________________ 

 

Semester:  Fall  Spring   Year: ________ 

 

Agency: ____________________________________________  

 

The Field Learning Plan has been designed to follow the Educational Program and Assessment 

Standards (EPAS) established by Council on Social Work Education (CSWE).  This learning 

plan lists the expected competencies that will be demonstrated during the field experience. Each 

competency will be measured by the practice behaviors deemed essential by CSWE for 

graduation. Please remember that when the practice behavior reads “is skilled at” that the 

interpretation is that they are skilled at the level of a beginning BSW practitioner, not an 

experienced practitioner.  

 

 During the first two weeks of the field placement the Field Instructor and the student need to 

agree on assignments, experiences, and/or activities that will demonstrate achievement of the 

competencies. The student will record these tasks in the space called Learning Activities. 

Remember that Learning Activities should be measurable, so it is important to use active verbs to 

depict what the student will do and how the Field Instructor will be able to observe the behavior.  

It is possible that one activity/task will be used for several practice behaviors (i.e.,” successfully 

complete four intake assessments” might be used for several of the Practice Behaviors in 

Competency 10). This Field Learning Plan may be modified to reflect the student’s developing 

learning needs, but major changes and problems in meeting objectives should be immediately 

shared with the SEU Field Coordinator. 

 

 

Competency #1: Demonstrates Ethical and Professional Behavior 

 

1.1 Makes ethical decision by applying the standards of the NASW Code of Ethics, relevant 

laws and regulations, models for ethical decision making, and additional codes of ethics as 

appropriate to context.  

 Learning activities/tasks: 

 

1.2  Uses reflection and self-regulation to manage personal values and maintain professionalism  

        in practice situations. 

       Learning activities/tasks: 
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1.3 Demonstrates professional demeanor in behavior; appearance; and oral, written, and 

electronic communication 

 

1.4  Uses technology ethically and appropriately to facilitate practice outcomes 

Learning activities/tasks:  

 

1.5  Uses supervision and consultation to guide professional judgment and behavior 

Learning activities/tasks:  

 

Competency #2: Engages Diversity and Difference in Practice 

 

2.1 Applies and communicates understanding of diversity and difference in shaping life 

experiences in practice at the micro, mezzo, and macro level  

      Learning activities/tasks:  

 

2.2Presents herself/himself as a learner and engages clients and constituencies as experts of their  

      own experiences 

      Learning activities/tasks:  

 

2.3 Applies self-awareness and self-regulation to manage the influence of personal biases and  

      values in working with diverse clients and constituencies. 

      Learning activities/tasks:  

 

Competency #3: Advances Human Rights and Social and Economic Justice 
 

3.1 Applies understanding of social, economic, and environmental justice to advocate for human  

 

     rights and the individual  and systems levels 

      Learning activities/tasks:  

 

3.2 Engages in practices that advance social, economic, and environmental justice 

      Learning activities/tasks:  

 

Competency #4: Engages in Practice-Informed Research and Research-Informed Practice 

 

4.1 Uses practice experience and theory to inform scientific inquiry and research 

Learning activities/tasks:  

 

4.2 Applies critical thinking and analysis of quantitative and qualitative research methods and 

research findings 

Learning activities/tasks:  

 

4.3 Uses and translates research findings to inform and improve practice, policy, and service 

delivery 

Learning activities/tasks:  
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Competency #5: Engages in Policy Practice 

 

5.1 Identifies social policy at the local, state, and federal level that impacts well-being, service 

delivery, and access to social services. 

Learning activities/tasks:  

 

5.2 Applies critical thinking to analyze, formulate, and advocate for policies that advance human 

rights and social, economic, and environmental justice.  

Learning activities/tasks:  

 

Competency #6: Engages with Individuals, Families, Groups, Organizations, and 

Communities 

 

6.1  Applies knowledge of human behavior and the social environment, person-in-environment, 

and other multidisciplinary theoretical frameworks to engage with clients and constituencies  and 

practice context to 

      engage with client systems 

Learning activities/tasks:  

 

6.2  Uses empathy, reflection, and interpersonal skills to effectively engage diverse client  

        systems 

Learning activities/tasks:  

 

 

Competency #7: Assesses Individuals, Families, Groups, Organizations, and Communities 

 

7.1 Collects, organizes, and critically analyzes and interprets information from client systems 

Learning activities/tasks:  

 

7.2  Applies knowledge of human behavior and the social environment, person-in–environment,  

       and other multidisciplinary theoretical frameworks in the assessment of data from client  

       systems 

Learning activities/tasks:  

 

7.3 Develops mutually agreed-on intervention goals and objectives bases on the critical  

       assessment of strengths, needs, and challenges within client systems 

       Learning activities/tasks: 

 

7.4 Selects appropriate intervention strategies based on the assessment, research knowledge,  

      and values and preferences of client systems 

      Learning activities/tasks: 
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Competency #8: Intervenes with Individuals, Families, Groups, Organizations, and 

Communities 

 

8a.  Implements interventions to achieve practice goals and enhance capacities of client  

       systems 

Learning activities/tasks:  

 

8b.  Applies knowledge of human behavior and the social environment, person-in-environment,  

       and other multidisciplinary theoretical frameworks in interventions with client systems 

Learning activities/tasks:  

 

8c. Uses inter-professional collaboration as appropriate to achieve beneficial practice outcomes 

        Learning activities/tasks: 

 

8d. Negotiates, mediates, and advocates on behalf of client systems 

      Learning activities/tasks: 

 

8e. Facilitates effective transitions and endings that advance mutually agreed-on goals 

      Learning activities/tasks: 

 

Competence #9: Evaluates Practice with Individuals, Families, Groups, Organizations, and 

Communites 

 

9.1 Selects and uses appropriate methods for evaluation of outcomes 

Learning activities/tasks:  

 

9.2 Critically analyzes, monitors, and evaluates intervention processes and outcome 

Learning activities/tasks:  

 

9.3 Applies evaluation findings to improve practice effectiveness 

      Learning activities/tasks: 

 

Competence #10: Integrates Faith and Social Work Practice in a Way that Embraces 

Diversity and is Consistent with both the Christian Faith and the NASW Code of Ethics 

 

10.1 Understands and works effectively with the religious, faith, and spirituality dimensions of  

        persons and communities. 

        Learning activities/tasks: 

 

10.2Understands and works effectively within the context of the practice setting in regard   

to faith and spirituality.  

Learning activities/tasks: 
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10.3Draws from ones’ own faith and spirituality to practice self-care and to empower one’s    

       ability to engage in effective social work practice 

   

 

Signature of Student:____________________________________________________________ 

                                                                                                                                                                                                                                                                                                      Date 

Signature of Field 

Instructor:____________________________________________________________________                                                                                       

                                                                                                                     Date 

Signature of Field  

Coordinator___________________________________________________________________ 

                                                                                                                       Date 
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Southeastern University 
Social Work Program 

 
Field Evaluation (Semester 1) 

      
Name of Practicum Student: ____________________________ Date:__________________ 
 
Field Educator: _______________________________________________________ 
 
Task Supervisor (if applicable): __________________________________________ 
 
Agency:_____________________________________________ 
 
(Note: Semester 2 Evaluation will be recorded on the FPPAI instrument, which will be sent directly to agency, prior 
to final evaluation) 
 
 
Instructions for Rating Practicum Students on the 10 Competencies in the First Part of the Evaluation: 
The standard by which a practicum student is to be compared is that of a new beginning-level social worker. The 10 
competencies specified in this evaluation form are those established by the national accrediting organization, Council on 
Social Work Education (CSWE).Under each competency statement are several practice behaviors that we ask that you rate 
according to the following criteria.  
 
Comments may be made under any competency statement, if desired. Please be sure to indicate those areas in which you 
think the practicum student is particularly strong and those areas in which the student need improvement.  
 
This evaluation is intended to give the practicum student feedback about her or his performance. The field instructor’s rating 
of these items will not directly be used to calculate the grade given to the practicum student. The Field Coordinator has 
responsibility of assigning the grade for Practicum I and II. The grade that is assigned will be based on: Field Coordinator’s 
overall evaluation of the student’s performance in field placement in conjunction with the Field Educator’s evaluation and the 
student’s self- assessment.  
 
The document is a modified version of the instrument found in: 
 
Petracchi, H., & Zastrow, C. (2010). Suggestions for utilizing 2008 EPAS in CSWE- accredited social work baccalureate and  
            masters curriculum: Reflections from the field, part one- The explicit curriculum. Journal of Teaching in Social Work,  
            30(2), 357-366. 
 
(Please see the scoring rubric on page 2) 
 
 
 
 
 
 
 
 
 
 
 
 
 

6 
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Scale Performance 

Measure 

Description Definition 

5 Mastered 

Performance 

The intern/student shows effective and 

innovative application of the 

knowledge, values, and skills related to 

the performance of the practice 

behavior. 

Mastered: "somebody highly skilled at 

something." Mastered performance is 

demonstration of knowledge, values, and skills of 

the practice behavior at high levels. 

4 Superior 

Performance 

The intern/student shows superior 

application of the knowledge, values, 

and skills related to the performance of 

the practice behavior. 

Superior: "surpasses competent in one or more 

ways." Superior performance is demonstration of 

knowledge, values, and skills where all 

components of the practice behavior are 

included. 

3 Competent 

Performance 

The intern/student shows competent 

application of the knowledge, values, 

and skills related to the performance of 

the practice behavior. 

Competent: "having enough skill or ability to do 

something well." Competent performance is 

demonstration of knowledge, values, and skills 

where all components of the practice behavior are 

included, but at the beginning or rudimentary 

level. 

2 Inadequate 

Performance 

The intern/student shows beginning 

application of the knowledge, skills, or 

dispositions related to the performance 

of the practice behavior. 

Inadequate: "failing to reach an expected or 

required level or standard." Inadequate 

performance is demonstration of knowledge, 

values, and skills where one or more of the 

components of the practice behavior are missing. 

1 Lacking 

Performance 

The intern/student has not 

demonstrated application of the 

knowledge, values and skills related to 

the performance of the practice 

behavior. 

Lacking: "missing, not present or available." 

Lacking performance is the inability to 

demonstrate any of the components of the 

knowledge, values, or skills related to the 

practice behavior. 

no Not Observed The intern/Student has not had the 

opportunity to demonstrate the 

knowledge, values, and skills related to 

the performance of the practice behavior. 

Observed: "to see or notice something, especially 

while watching carefully." There was no observation 

of the performance of the practice behavior. 
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Competency 1 – Demonstrates Ethical and Professional Behavior 

 
1.1 Makes ethical decisions by applying the standards of the NASW Code of Ethics, 

relevant laws and regulations, models for ethical decision-making, and  
additional codes of ethics as appropriate to context 

5 4 3 2 1 no 

1.2 Uses reflection and self-regulation to manage personal values and maintain 

professionalism in practice situations 
5 4 3 2 1 no 

1.3a Demonstrates professional demeanor in behavior 5 4 3 2 1 no 

1.3b Demonstrates professional demeanor in appearance 5 4 3 2 1 no 

1.3c Demonstrates professional demeanor in oral communication 5 4 3 2 1 no 

1.3d Demonstrates professional demeanor in written communication 5 4 3 2 1 no 

1.3e Demonstrates professional demeanor in electronic communication 5 4 3 2 1 no 

1.4 Uses technology ethically and appropriately to facilitate practice outcomes 
 

5 4 3 2 1 no 

1.5 Uses supervision and consultation to guide professional judgment and behavior 
 

5 4 3 2 1 no 

Comments: 
 

 

 

 

 

 

 

 

Competency 2 – Engages Diversity and Difference in Practice 

 
2.1a Applies and communicates understanding of the importance of diversity and 

 difference in shaping life experiences in practice at the micro level 
5 4 3 2 1 no 

2.1b Applies and communicates understanding of the importance of diversity and 
 difference in shaping life experiences in practice at the mezzo level 

5 4 3 2 1 no 

2.1c Applies and communicates understanding of the importance of diversity and 
 difference in shaping life experiences in practice at the macro level 

5 4 3 2 1 no 

2.2a Presents themselves as learners with clients and constituencies 5 4 3 2 1 no 

2.2b Engages clients and constituences as experts of their own experiences 5 4 3 2 1 no 

2.3 Applies self-awareness and self-regulation to manage the influence of personal 
biases and values in working with diverse populations. 
 

5 4 3 2 1 no 

Comments: 
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Competency 3 – Advances Human Rights and Social, Economic, and Environmental  Justice 

 
3.1a Applies their understanding of social  justice to advocate for human rights at the 

individual and systems level 
 

5 4 3 2 1 no 

3.1b Applies their understanding of  economic justice to advocate for human 
 Rights at the individual and systems levels 

5 4 3 2 1 no 

3.1c Applies their understanding of environmental justice to advocate for human 
 Rights at the individual and systems level 
 

5 4 3 2 1 no 

3.2a Engages in practices that advance social justice 
 

5 4 3 2 1 no 

3.2b Enagages in practices that advance economic justice 5 4 3 2 1 no 

3.2c Engages in practices that advance environmental justice 5 4 3 2 1 na 
Comments: 
 
 
 
 
 
 
 
 
 
 
 

Competency 4- Engage in Practice-informed Research and Research-informed Practice 
 

4.1a Uses theory to inform scientific inquiry and research  
 

5 4 3 2 1 no 

4.1b Uses practice experience to inform scientific inquiry and reserach 5 4 3 2 1 no 

4.2a Applies critical thinking to engage in analysis of quantitative research methods 
and research findings 

5 4 3 2 1 no 

4.2b Applies critical thinking to engage in analysis of qualitative research methods and 
research findings 

5 4 3 2 1 no 

4.3 Uses and translates research to inform and improve practice, policies, and 
service delivery 

5 4 3 2 1 no 

Comments: 
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Competency 5 – Engages in Policy Practice 

 
5.1 Identified social policy at the local, state, and federal level that impacts the well-

being, service delivery, and access to social services 
5 4 3 2 1 no 

5.2 Assesses how social welfare and economic policies impact the delivery of and 
access to services 

5 4 3 2 1 no 

5.3a Applies critical thinking to analyze, formulate, and advocate for policies that 
advance human rights and social justice. 

5 4 3 2 1 no 

5.3b Applies critical thinking to analyze, formulate, and advocate for policies that 
advance human rights and economic justice. 

5 4 3 2 1 no 

5.3c Applies critical thinking to analyze, formulate, and advocate for policies that 
advance human rights and environmental justice. 

5 4 3 2 1 no 

Comments 
 
 
 
 
 

Competency 6 – Engages with Individuals, Families, Groups, Organizations, and Communities 
 

6.1 Applies knowledge of human behavior and the social environment, person-in-
environment, and other multidisciplinary theoretical frameworks to engage with 
clients and contituencies 

5 4 3 2 1 no 

6.2 Uses empathy, refection, and interpersonal skills to effectively engage diverse 
clients and constituencies. 

5 4 3 2 1 no 

Comments: 
 

 

 

 

 

Competency 7 – Assesses  Individuals, Families, Groups, Organizations, and Communities 
 

7.1 Collects and organizes data, and applies critical thinking to interpret information 
from clients and constituencies 

5 4 3 2 1 no 

7.2 Applies knowledge of human behavior and the social environment, person-in-the 
environment, and other multidisciplinay theoretical frameworks in the analysis of 
assessment data from clients and constituences 

5 4 3 2 1 no 

7.3 Develops mutually agreed-on intervention goals and objectives based on the the 
critical assessment of strengths, needs, and challenges within clients and 
constituences 

5 4 3 2 1 no 

7.4 Selects appropriate intervention strategies based on the assessment, research 
knowledge, and values and preferences of clients and constituencies 

5 4 3 2 1 no 

Comments: 
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Competency 8 – Intervenes with Individuals, Families, Groups, Organizations, and Communities 
 

8.1 Critically chooses and implements interventions to achieve practice goals and 
enhances capacities of clients and constituencies.  

5 4 3 2 1 no 

8.2 Applies knowledge of human behavio, and the social environment, person-in-the-
environment, and other multidisciplinary theoretical frameworks in interventions 
with clients and constituencies 

5 4 3 2 1 no 

8.3 Uses inter-professional collaboration as appropriate to achieve beneficial practice 
outcomes 

5 4 3 2 1 no 

8.4 Negotiates, mediates, and advocates on behalf of diverse clients and 
constituencies 
 

5 4 3 2 1 no 

8.5 Facilitates effective transitions and endings that advance mutually agreed-
on goals 

5 4 3 2 1 no 

Comments: 
 

 

 

 

 

Competency 9 – Evaluates Practice with Individuals, Families, Groups, Organizations, and   
                                 Communities 

9.1 Selects and uses appropriate methods for evaluation of outcomes 
 

5 4 3 2 1 no 

9.2 Applies knowledge of human behavior in the social environment, person-in- 
environment, and other mulidiscilinary theoretical frameworks in the evaluation 
of outcomes 

5 4 3 2 1 no 

9.3 Critically analyzes, monitors, and evaluates intervention and 
program processes and outcomes 
 

5 4 3 2 1 no 

9.4 Applies evaluation findings to improve practice effectiveness at the micro, 
mezzo, and macro levels 
 

5 4 3 2 1 no 

Comments: 
 

 

 

 

 

Competency 10 – Integrates Faith and Social Work Practice in a Way that Embraces Diversity 
                              and is Consistent with Both the Christian Faith and the NASW Code of Ethics 

10.1 Understands and works effectively with the religious, faith, and spirituality 
dimensions of persons and communities  

5 4 3 2 1 no 

10.2 Understands and works effectively within the context of the practice setting in 
regard to faith and spirituality 

5 4 3 2 1 no 

10.3 Draws from one’s own faith and spirituality to practice self-care and to empower 
one’s ability to engage in effective social work practice  

5 4 3 2 1 no 

Comments: 
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Student Strengths: 
 

 

 

Needs for Growth: 

    
 
Total practicum hours as of date of evaluation _______ 
Agency Field Educator___________________________________ Date______________ 
Task Supervisor (if applicable) ______________________________Date_____________                    
Agency Name____________________________________________________________ 
SEU Field Coordinator_______________________________________  Date_____________ 

 

 

The following section should be completed by the student: 
My Field Coordinator and Field Educator have discussed this evaluation with me, and I have received a copy.  

     I agree with the evaluation                               I do not agree with the evaluation 

Student _________________________________Date __________________________ 

(Note: If the student disagrees with the evaluation she/he should state that disagreement in writing and 

submit a copy to both the agency supervisor and the faculty supervisor. A meeting between the student, 

agency supervisor, and faculty supervisor should be held to discuss the disagreement.) 
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Southeastern University 

Social Work Program 

 

Evaluation of Field Practicum Experience 

 
Please select the responses that best describe your field experience using the following scale: 

 

1 2 3 4 5 6 

Strongly 

disagree 

Disagree Neutral Agree Strongly agree Not 

applicable 

 

 

1. My field agency... 

a. Provided a work environment that accepted and supported my field placement.  

b. Provided adequate resources for good learning (space, supplies, telephone, 

access to agency records).  

 

c. Provided orientation to the agency's mission, philosophy and goals. 

 

 

d. Reflected the values of social work.  

e. Provided my field instructor adequate release time for my field instruction( if an 

additional person was utilized for supervision) 

 

f. Provided at least 50% direct client contact (telephone, in-person) 

(“Client system” is defines as an individual, group, family, organization, and/or 

community) 

 

Comments: 

 

 

 

 

 

2. I was able demonstrate the following competencies at my agency...  

a. Demonstrate ethical and professional behavior  

b. Engage diversity and difference in practice  

c. Advance human rights and social, economic, and environmental justice  

d. Engage in practice-informed research and research-informed practice  

e. Engage in policy practice  

f. Engage with individuals, families, groups, organizations, and communities  

g. Assess individuals, families, groups, organizations, and communities  

h. Intervene with individuals, families, groups, organizations, and communities  

i. Evaluate practice with individuals, families, groups, organizations and 

communities 

 

j. Integrate faith and social work practice in a way that embraces diversity and is 

consistent with both the Christian faith and the NASW Code of Ethics  

 

   

 Comments: 
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3. My Field Educator/Instructor...  

a. Facilitated an open learning environment  

b. Provided me with an orientation to the field placement  

c. Went over agency safety plan with me  

d. Took the time to inquire about my learning needs and learning style  

e. Listened and accepted student feedback.  

f. Was accessible for discussion, questions, etc.  

g. Allotted sufficient time for supervision ( total of 1 hour per week) and honored 

scheduled meetings with me 

 

h. Kept me sufficiently informed of case(s), agency policy and procedures  

i. Informed me of expectations regarding my performance  

j. Demonstrated good professional social work knowledge.  

k. Assisted me in becoming part of the agency culture/team  

l. Provided adequate training in order for me to carry out assignments  

m. Honored my role as a student/supported the completion of my learning plan  

n. Provided diverse and challenging assignments  

o.  Assigned tasks appropriate for my level of practice  

 

p. Was effective in providing training on the NASW Code of Ethics  

q. Was effective in providing information on cultural competency issues  

r. Maintained professional boundaries (avoided dual relationships  

s. Was effective as a supervisor  

Comments: 

 

 

 

 

4. Rate agreement concerning the extent to which the following methods of supervision were used: 

a. Self-report by student  

b. Direct observation by field instructor  

c. Process recordings  

d. Co-facilitation with task supervisors  

 

5. Describe how supervision could have been improved: 

 

 

 

6. Would you recommend this internship to another social work intern? 
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7. My SEU Field Coordinator...  

a. 

 

Explained her role and responsibilities as a university field coordinator  

b. Provided me with her contact information.  

c. Was accessible when I requested consultation or assistance.  

d. Provided my agency field educator and me with information/clarification on 

SEU’s field policies, if clarification was needed. 

 

f. Was an effective field coordinator.  

g. Was knowledgeable in field policy  

h. Provided adequate field orientation  in Prep for Field 

 

 

j. Gave students a choice in their placement  

k. Provided assistance/support to me and my field educator  

l. Was fair in intervention and mediation, if issues were presented  

m. Conducted evaluation of field practicum, in a timely, effective way  

Comments: 

 

 

 

 

 

Please add any other suggestions that would make the field experience a stronger experience.  

 

 

 

Student’s Signature: ____________________________________________  Date: _______________ 
 


