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Introduction

Field education is the signature pedagogy of professional social work.  Field practicum is social work education in action.  Students apply theory to real-life situations and practice their skills in agency settings.  Field practicum provides students with an opportunity to gain practical experience in the application of knowledge and skills learned in the classroom.  Teaching field courses is an exciting opportunity to help guide students in developing their practice skills and pursuing future career endeavors. Field instructors at social service agencies provide the teaching-learning environment for students.

The purpose of this manual is to provide a tool that will:

1. Orient field instructors and students to the field curriculum of the social work program, including the family health concentration for master’s-level education.

2. Increase understanding of the field education program and the importance of the field instructor's role.
3. Provide suggestions on possible agency-based learning experiences which are appropriate for students.
4. Explain general policies and procedures of field practicum.
5. Serve as a guide for field instructors and students in planning field education learning contracts.
6. Provide useful suggestions for continual student evaluation.

The Council on Social Work Education (CSWE) establishes educational policies and accreditation standards for accredited programs.  The Social of Social Work at Missouri State University has been granted initial accreditation by CSWE.

Field Education Overview

The School of Social Work wishes to meet statewide and regional educational needs in the area of human services.  This mission is accomplished through educational programs preparing students for beginning and advanced social work practice, by engaging in scholarly activities including basic and applied research, and analyzing, and disseminating the findings to promote and advance human services, and by providing consultation and service to human service delivery systems.

The stated mission is consistent with the public affairs mission of the university. Also consistent with the BSW and MSW programs’ missions, BSW and MSW-foundation curricula offer a generalist social work perspective. Within the generalist perspective, content is related to social work practice with individuals, families, groups, organizations, and communities.  For master’s students, MSW-concentration curriculum builds on the generalist perspective to prepare students for advanced practice in multiple settings that relate to family health.  
Field Education Goals
Field education goals are consistent with BSW and MSW program goals. 

The BSW Program Goals are:
1. Apply social work values and ethics in practice.

2. Demonstrate the integration of theory, knowledge, and skills used in social work practice.

3. Apply critical thinking skills in an agency setting.

4. Identify forms and mechanisms of oppression and apply strategies of change.

5. Apply generalist practice skills in work with individuals, groups, families, organizations, and communities.

6. Engage in social work practice that demonstrates sensitivity to human diversity.

7. Evaluate practice and agency performance.

8. Utilize analysis of policy to influence effective service delivery to client systems.

9. Demonstrate an awareness and understanding of self through the appropriate use of supervision.

10. Demonstrate written and oral communication skills necessary for effective practice in the practicum setting. 

The MSW-Foundation Program Goals are:
1. Recognize value and ethical dilemmas in practice within the parameters of the NASW Code of Ethics
2. Use theoretical frameworks supported by empirical evidence to understand individual development and behavior across the life span and the interactions among individuals, and between individuals and families, groups, organizations, and communities
3. Demonstrate critical thinking skills within professional contexts, including the ability to analyze, apply, and evaluate relevant knowledge and theoretical frameworks for family health social work practice. 

4. Identify social problems, understand, and apply strategies that advance social and economic justice at multiple system levels.
5. Address the needs of populations-at-risk with an understanding of discrimination and oppression, and their impact on individuals, families, groups, organizations, and communities.
6. Implement a generalist perspective in family health that emphasizes the infusion of social work values and ethics in practice with systems of varying size and complexity (i.e., individuals, families, groups, organizations, and communities).
7. Apply the knowledge and skills of social work practice that emphasize understanding and respect for human diversity on the basis of such factors as clients’ age, class, color, culture, disability, ethnicity, family structure, gender, marital status, national origin, race, religion, and sexual orientation
8. Evaluate research studies, apply research findings to practice, and apply evaluation techniques within the professional setting.
9. Function within the structure of organizations and service delivery systems and evaluate necessary organizational change. And demonstrate knowledge of the history, mission, and philosophy of the social work profession and how it relates to the formulation of a professional identity in addressing contemporary social and policy issues.
10. Use communication skills differentially with a variety of client populations, colleagues, and members of the community.

The MSW-Concentration Program Goals are:

1. Apply social work values and ethical principles to working with and for family systems.
2. Evaluate, select, and utilize theories to develop and implement a theory-based intervention approach when working with and for family systems.

3. Identify culturally competent mechanisms that serve diverse family systems and issues.
4. Empower and facilitate family wellness through the skillful use of formal assessment, intervention, and advocacy skills and offer wellness-oriented and other strategies to and for family systems that maximize the physical, mental, emotional, social, economic, cultural, and spiritual health of the family and its members.

5. Utilize research knowledge and expertise to evaluate practice, enhance service capability, offer the most effective intervention options for family systems, and advance the field of professional knowledge.

6. Recognize family policy strengths and limitations and advocate for effective societal resources to enhance family health.
7. Demonstrate within a supervised setting ethically based, theory driven strategies that empower and maximize family health within families, while identifying as a professional social worker and conducting oneself accordingly. 
General Guidelines
Both undergraduate and graduate field practica are educationally directed and are supervised learning experiences based on a liberal arts foundation.  The BSW and MSW-foundation practice experience requires a total of 450 hours, with the MSW-concentration practicum requiring 525 hours. All practica are designed as block placements with concurrent integrative seminar and practice courses.  For MSW students, there is also an option for an extended practicum over two semesters at the same agency requiring the same number of hours as previously stated.
Students should seek varied learning opportunities that are different than past experiences.  Examples are past service learning, volunteer experiences, and prior work experiences.  There may be some exceptions within large agencies that have distinctly different subunits (e.g., large hospital systems or mental health centers). 

Master’s-level students should seek different agency experiences at the foundation (or BSW) and concentration levels utilizing the foundation-level generalist perspective as a building block for the concentration-year family health social work practice experience.  Generally speaking, students cannot do their field placements in an agency in which they and/or close family members or friends have been clients.  There are some limited exceptions.  Students may not be supervised by a friend, family member, or someone with whom they have had a previous professional relationship.

Since the field practicum is the culmination of integrating knowledge, values and ethics, and skills in the practice setting, it is imperative that the standards set forth for practica are clearly articulated. 

Practicum Agencies & Field Instructors 
Field education is a collaborative endeavor between the SSW and community agencies in the education of students for professional practice.  As part of the field practicum, the program relies heavily upon the educational mentoring and instruction provided by the field instructor and careful consideration is given to the selection of the field instructors.  While the selection of the field instructor involves collaboration between the agency and the School, the final appointment remains with the SSW.  
New field instructors are interviewed to assess their professional education and its fit with the proposed student practicum, their commitment to modeling and teaching core social work values, previous supervisory experience, and their interest and commitment to field instruction and support of student education.  In addition, the Coordinator of Field Education is responsible for monitoring current field instructors to determine ongoing compliance with the above standards. 
When establishing new practicum sites, the Coordinator of Field Education will conduct an agency site visit to become familiar with services and student practica opportunities. The following standards have been established to insure appropriate field instructor selection:
1. The individual to be appointed as field instructor for BSW students should have attained, at a 
minimum, a Bachelor of Social Work (BSW) from a program accredited by CSWE. The individual to be appointed as field instructor for MSW students should have attained, at a minimum, a Master of Social Work (MSW) from a program accredited by CSWE.  In most cases, a field instructor will be expected to have worked within the field education setting for at least one year and have two years post-BSW/MSW practice experience.
2. Each field instructor (or an appropriately designated representative) will participate in a training session on the curriculum design of the generalist perspective/family health concentration of the MSU-SSW.  The field instructor will be oriented to the expectations of field instruction and expectations of the students enrolled in field practica. Other issues surrounding educational field instruction will be covered as well.  The proposed field instructor will also submit a copy of a current resume. 
3. In cases where no qualified field instructor is available within the practicum agency, an instructor mutually agreed upon by the agency and the School may be used.  Such arrangements are made most often in agencies, programs, and/or organizations to develop services to under-served populations in urban, rural, and nontraditional settings.

4. The individual should have a commitment to the purpose of the agency and possess the capacity to work within its structure in a creative and productive manner.  The field instructor should have the ability to handle disagreement and conflict that may arise within an agency and be able to relate to the differences in the professional contributions of various staff members.  The individual must be ready to assume a teaching and educational supervision role.  This role includes the ability to articulate one’s thoughts and reactions, to conceptualize and to be responsive to differential learning patterns.  The individual should have knowledge of the School’s philosophy and program and a commitment to the education of students regarding social work values and practice with oppressed populations. 

5. The individual should be willing to devote sufficient time to the responsibilities of field instruction.  These include regular conferences with students (an average of one hour per week), preparation of written reports for the School on the student’s progress, periodic meetings with the faculty/staff of the School, and conferences, as needed, with the faculty member assigned to carry liaison responsibilities between the School and the agency.

6. The above stipulations, including both agency and field instructor selection, will be delineated in a Memorandum of Understanding (MOU) between the agency and the MSU-SSW.  In addition, the agreement will address the MSU-SSW’s responsibility to the agency.  Both parties prior to the placement of any student will sign the MOU. There is also a student responsibility section to be signed by the student prior to beginning the practicum in the respective agency.

Field Education Placement Process

To prepare students for the field education placement process, the Coordinator of Field Education hosts a pre-practicum meeting the semester prior to field classes to review steps of the placement process:

1. Students complete pre-placement paperwork:

a. Authorization for Release of Information to Practicum Agencies

b. Authorization for Release of Information to Employers/Educational Institutions

c. Practicum Liability Insurance Statement

d. Field Information Preference Form

e. Educational Resume

2. Students schedule an individual interview with the Coordinator of Field Education to discuss their professional social work interests and career goals.  At this meeting, students receive possible practicum agency referrals and recommendations.
3. After all students have completed their pre-field meetings, they may begin contacting prospective practicum agencies for placement interviews.  All of the above must be completed before students proceed to any practicum interviews.
4. After securing their field placement, students submit a Practicum Confirmation Memo to the Coordinator of Field Education by the designated due date.

5. Students must complete placement process steps by the designated due dates or they may not be permitted to participate in practicum.   
The final confirmation of any practicum experience will be contingent upon the agreement of the field instructor, student, and Coordinator of Field Education.  If any party believes that the practicum experience is inappropriate, the student will continue the interview process at other available agency sites.  If students fail to be accepted following three agency interviews, they will be expected to meet with the Coordinator of Field Education for assessment and recommendations. 

All faculty have the opportunity to submit information regarding students’ readiness for field practicum.  Students may be expected to meet with the Coordinator of Field Education, their academic advisor, or other faculty member before proceeding with field placement, if concerns are raised about your potential for success in the field practicum.  

Employment-Based Practicum

A student’s place of employment serving as a practicum agency site is not considered an optimal situation.  Student learning can be restricted in an employment setting.  Employment supervisors, colleagues, students, and clients may experience role confusion in the educational supervision process, thus detracting from the student’s overall learning experience during practicum. 

Students, field instructors, and agencies participating in employment-based practica must comply with the same standards required for non-employment-based  practica.  If a student proposes to use the place of employment for field education, the Coordinator of Field Education will: 

1. Assess the setting to determine its appropriateness as a field education site (based on BSW, MSW-Foundation and/or MSW-Concentration Criteria for Selection of Practicum Agencies). 
2. Ensure the availability of release time for student’s field instruction and attendance at practicum seminar class. 

3. Ensure that student opportunities, assignments, and responsibilities differ from those of employment to maximize student learning.

4. Ensure that the student has a different field instructor (based on selection of practicum instructors and preceptors) than that of employing supervisor and the experience is educationally focused. 

Students must submit written proposals requesting an employment-based practicum.  The Field Education Coordinators will carefully review and assess students’ proposals.  Students requesting employment-based practica must submit the following written proposal to their campus’ Coordinator of Field Education in a Word document attached via email by the designated due date.  

The Field Education Coordinators will notify students of their proposal status by the designated due date.  Upon the proposal’s approval, the student will provide the Field Education Coordinator an original, hard copy of the proposal with required signatures.  The proposal’s approval is not complete until the Field Education Coordinator receives an original document with the required signatures.
If, after proposal approval, the employment-based practicum is deemed inappropriate by the faculty liaison and Coordinator of Field Education, based on criteria for all practica (i.e., meeting learning plan objectives, timely and adequate supervision, differentiated work duties, etc.) and after sufficient efforts have been made by all parties to correct any problems or deficits identified, the student may be removed from the employment-based practicum.

The SSW makes every effort to accommodate the individual student's unique needs in considering field education alternatives and employment based options.  However, the overriding responsibility of the School is to protect the integrity of the educational experience.

To assist students considering employment-based practica, the Coordinator of Field Education hosts an informational meeting the semester prior to field classes to review steps of applying for an employment-based practicum.

Field Instructor & Practicum Student Orientation

Prior to practicum, the SSW will conduct field instructor and practicum student orientation sessions at least once a year.  Students are required to attend their orientation session.  During the orientation session, students and field instructors are introduced to the goals, policies, and expectations for practicum. 

Assessing Student Progress
Monitoring ensures the educational direction of the practicum while also assessing student performance.  Assessing student performance will be the primary role of the faculty liaison.  The faculty liaison will be responsible for certifying and evaluating the quality of the student’s learning experiences and the quality of the student’s overall performance.  Field instructors and students are made aware of the criteria and means for assessing student progress through the Field Handbook, the mandatory training session held for field instructors, and the student field orientation held prior to the beginning of the semester for students entering field practicum. 

Each student enrolled in field will be assigned a faculty liaison.  The faculty liaison will make a minimum of two visits (more if deemed necessary) to the student’s field education setting each semester.  Each visit will include a conference with the field instructor and student (as well as the educational supervisor, if applicable).  

Monitoring is not solely an MSU-SSW responsibility.  The field instructor is also responsible for using tools, which enable assessment of the student’s performance and learning.  This is critical because, ultimately, the agency holds the field instructor responsible for the student’s work.  Some of the ways educational supervisors may monitor include:

· Direct observation of the student

· Supervisory conference for mutual evaluation of the student’s performance

· Feedback from other agency personnel or representatives with whom the student interacts

· Field logs, process recordings, or other written assignments
· Video or audiotapes
· Client feedback about the student’s interactions
· Review of learning objectives
· Evaluation of student cases.
By carefully monitoring student performance, the agency and the SSW may collaborate effectively in evaluating the student’s readiness for professional practice.  At the onset of the field experience, the student, along with Field Instructor input, will develop a Learning Plan. The student, field instructor, and faculty liaison that perform monitoring and evaluation tasks will utilize this learning contract which also serves as the ongoing evaluation instrument.

Determining that a student’s performance is so unsatisfacto​ry as to preclude successful completion of the practicum is perhaps the most difficult task that the field instructor and School of Social Work may face.  Identifying what consti​tutes unsatisfacto​ry work is complicated.  However, a fair determination is best made with deliberate and careful collaboration between the field instructor, faculty liaison, Coordinator of Field Education, and student.

Generally speaking, students’ performance and competency achievement are formally and numerically evaluated at two intervals:  at midterm and practicum completion.  At midterm, field instructors evaluate students’ competency (learning and skills) based on their performance of the tasks/activities, goals, and objectives outlined in the students’ learning plan documents.  Field instructors use a standardized numerical rating system to assess performance.  The numerical rating system is a standardized Likert scale developed by the SSW, defined in Table 1.

	Table 1:  Learning Plan Rating System for 
Assessing Student Competency in Field Practicum

	7
	=
	Student demonstrates complete competency.

	6
	=
	Student demonstrates a high degree of competency.

	5
	=
	Student demonstrates consistent growth and change; functions with competency in this area.

	4
	=
	Student demonstrates moderate competency expectations and is working on improvement.

	3
	=
	Student demonstrates marginal competency expectations and is working on improvement.

	2
	=
	Student is aware of this area but performance is uneven and is having problems working on it with limited evidence of growth and change.

	1
	=
	Student has developed no competency in the area despite the availability of opportunities to do so.

	NO
	=
	No Opportunity (NO) - Student did not have the opportunity to practice this skill as of mid-term.  However, student will have opportunity to complete objective before the end of the semester.


During midterm, students conduct self-assessments of their performance and meet with their field instructors to discuss and compare/contrast their observations and respective ratings.  The process is a learning experience to practice using supervision, accepting feedback on performance, and developing self-awareness and self-appraisal skills.  However, it is the field instructors’ assessment that is officially recorded on the learning plan documents.  Also at midterm, the seminar instructors/faculty liaisons conduct their second agency site visit to discuss students’ performance, review the midterm ratings on the learning plans (those ratings as evaluated by the field instructors), and assess needs for the remaining time in practicum.  At practicum completion, the process repeats:  field instructors evaluate students’ competency (learning and skills) based on their performance of the tasks/activities, goals, and objectives outlined in the students’ learning plan documents.  Field instructors use the same standardized numerical rating system to assess performance as they did at midterm. Again, students conduct self-assessments of their performance and meet with their field instructors to discuss and compare/contrast their observations and respective ratings.  
It is the field instructors’ assessment that is officially recorded on the learning plan documents.  By final review, students must earn at least a “4 = moderate competency expectations and working on improvement” on all learning plan objectives.  If students are unable to achieve the “4” rating on all learning plan objectives, they will be unable to earn the required passing grade for practicum.  The learning plans with final evaluation of students’ competency requires signatures from students, field instructors, educational supervisors, and seminar instructors/faculty liaison and are submitted to the seminar instructors/faculty liaison, with the documents becoming part of the students’ permanent SSW file.

Removal of a student from the agency or assignment of a failing grade for field education is a responsibility the SSW takes very seriously.  Every effort is made to protect the student's rights.  However, these rights must be carefully balanced against the professional obligation to assure quality in service delivery to clients.
General Policies
HOURS /TIME RECORDS/ HOLIDAYS
BSW students and MSW-foundation students are expected to complete a minimum of 450 clock hours in the agency experience.  MSW-concentration students are expected to complete a minimum of 525 clock hours.  

Specific hours for practicum are negotiated between the field instructor and student.  Flexibility is permitted but not at the expense of the educational experience or agency service delivery.  Hours are not to be banked or used in such a way as to finish “early.” Dates regarding the finish of practicum are provided verbally and through handouts during the Field Orientation. Field instructors are expected to accommo​date the student's class schedule.  Please do not expect students to participate in field activities when they are supposed to be in class.

Students may take agency holidays.  Field instructors may negotiate with the individual student to work on holidays.  It is important to note that a student must accrue, at a minimum, the total number of hours required for his/her respective educational experience.  Work hours are not credited for holidays taken. University holidays/Spring Breaks, etc., are not accommodated for in the field. 

It is the student's responsibility to monitor his/her work hours and maintain accurate documentation of time worked on the Time Sheets designated by the SSW. Field Instructors are expected to review and sign the student's time record and document on the final evaluation form the total number of work hours accrued.

PERSONAL LEAVE
The schedule for field instruction does not accommodate any hours for personal leave.  All hours missed must be made up by the student in order to achieve the required number of practicum hours by the end of each semester.

If the student is ill or encounters an emergency, thus preventing participation according to the expected work schedule, s/he is expected to notify the field instructor and faculty liaison, in compliance with professional behavior. Again, the appropriate number of practicum hours must be completed (450 for BSW and MSW-foundation and 525 for MSW-concentration). 

ATTENDANCE AT PROFESSIONAL WORKSHOPS
While the School of Social Work believes a student's participation in professional workshops can be a productive learning experience, it takes no absolute position regarding approval of such an experience for field education hours.  It is entirely up to the field instructor to decide whether a particular meeting a student wishes to attend has sufficient value in the context of the student's field education needs and agreed-upon learning objectives.  The field instructor may determine whether such an experience may be attended during regularly scheduled agency hours and/or whether to count the experience as official field time.  If the latter is allowed, it is expected that the field instructor will review with the student the learning obtained from the meeting and how it fits into the broader educational objectives.  In simple terms, the field instructor, not the School of Social Work or faculty liaison, has the decision-making power regarding student attendance at and time accrual for workshops on field days.  Ultimately, attendance at agency-related seminars or professional workshops may be counted as part of the student's total hours, only with approval of the field instructor. Students do not have permission to be absent from other social work courses in order to fulfill practicum commitments, including attending professional workshops.  

END-OF-FIELD-PRACTICUM EVALUATION
Students complete an evaluation of the field practicum, which includes information about orientation to the agency, student assignments, faculty liaison, field instruction and recommendations.  Field instructors also complete an evaluation of the field practicum process, which includes information surrounding the student’s readiness and preparedness for field, the actual placement process, the dissemination of information, and the quality of the interaction of the faculty liaison.  Recommendations for improvement are also solicited so the SSW  may engage in a continuous flow of feedback regarding the quality of field sites and educational instruction to improve the overall quality of the field education program. 
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