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Dear Social Work Student:                                                                                   

Congratulations on entering the practicum portion of your journey in your completion of your MSW!  Your practicum semester is an opportunity for you to be in the field and demonstrate what you have learned in the classroom.  The practicum semester represents a significant milestone on your path of having a MSW.

This manual will provide you with key information regarding your practicum experience.  Please read this manual to help prepare you for a successful practicum experience.

As the MSW Field Coordinator, I am very excited to work with you.  I am dedicated to continue to develop meaningful opportunities and experiences to enhance your experience as a social work student and in your future social work career.  Please do not hesitate to contact me with any questions or concerns at 417-836-6314 or thavlin@missouristate.edu.

Sincerely, 


Dr. Tiffany Havlin, Ph.D., LCSW
MSW Field Coordinator
Clinical Assistant Instructor
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Missouri State University School of Social Work is a member of the Council on Social Work Education (CSWE) and provides a field education program that meets professional and accreditation standards. Field education is an important milestone of professional social work that teaches future practitioners the fundamental dimensions of the profession by providing experiential and educational opportunities toward student development of professional identity, self-understanding, and competent practice. Field education integrates theoretical and conceptual contributions of the classroom to practice application in field settings. In both the undergraduate and graduate programs, field education provides generalist practice opportunities for students to demonstrate social work competencies with individuals, families, groups, organizations, and communities and illustrates how this accomplished in field settings.  The competencies in the bachelor’s program and first year master’s program address generalist practice; whereas, the second year master program focuses on advanced generalist practices.  

This field manual is designed to provide information about the requirements and policies of the School of Social Work’s Field Education program. It does not constitute a contract. Please note that policies and procedures do change from time to time and therefore the Missouri State University’s School of Social Work reserves the right to make such modifications as necessary. We will make every attempt to notify the student and agency of the changes prior to them occurring.  The guidelines suggested in this manual should not supersede professional decision making nor become a restriction in creating a meaningful experience in your field learning.

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

1. be a tool for students before and while in their field placement to enhance their understanding of the field process, 
2. establish professional standards of conduct in field placement, 
3. recognize the importance of the effective use of Field Education as part of the Social Work Program and adherence to the policies and procedures outlined by the Council on Social Work Education (CSWE).  
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[bookmark: _Toc468376052]University
[bookmark: _Toc468376053]Brief History 

Missouri State University was founded in Springfield in 1905 as the Fourth District Normal School. The institution's primary purpose during its early years was the preparation of teachers for the public school systems in the southwest region of Missouri. The first name change came in 1919 when the school became Southwest Missouri State Teachers College, reflecting its regional mission. By the mid-1940s, the University had expanded its instructional program beyond teacher education to include the liberal arts and sciences; and therefore in 1945, the Missouri legislature authorized an official change in the institution's name to Southwest Missouri State College. 

As additional programs were implemented at the undergraduate level and with the development of graduate education, the University became an educationally diverse institution by 1972. Recognition of this further growth and development again resulted in an official change in name to Southwest Missouri State University. In 1995, Senate Bill 340 was signed into law, giving Missouri State University a statewide mission in public affairs. On the 100th anniversary of the founding of the University, in 2005, the name changed to Missouri State University. This name change identified the institution as a multipurpose, metropolitan university providing diverse instructional, research, and service programs.

Missouri State University-West Plains was established in 1963 as the West Plains Residence Center and has been a semiautonomous, two-year campus within the Missouri State University system since 1971. Consistent with the Missouri State-West Plains is a teaching and learning institution of higher education offering two-year associate degrees, certificates and a variety of continuing education courses as needed by the employers and citizens of the area.

The Missouri State University Mountain Grove Research Campus, originally established as the Missouri State Fruit Experiment Station by a legislative act in 1899, is the oldest identifiable segment of Missouri State University. Until 1974, it operated as a state agency under a board of trustees appointed by the Governor. Because of the Omnibus State Reorganization Act of 1974, administrative responsibility of the Station was given to the Board of Governors of the University. In 2006, the Station was integrated into the Department of Agriculture in the College of Natural and Applied Sciences as part of a reorganization of the University.

Missouri State Branch Campus, located at Liaoning Normal University in the People’s Republic of China, offers a two-year Associate of Arts degree through the West Plains campus and a Bachelor of Science in General Business degree through the College of Business on the Springfield campus. The Higher Learning Commission of the North Central Association of Colleges and Schools accredits the Branch Campus programs.  

Today, the University functions as a multi-campus system that is integrated to address the needs of its constituents.

[bookmark: _Toc468376054]Accreditation

Missouri State University’s regional accrediting body is the Higher Learning Commission of the North Central Association (HLC). Missouri State University has successfully maintained continuous regional accreditation with the Higher Learning Commission of the North Central Association (HLC) since 1915. Missouri State University-West Plains has been a separately accredited campus with continuous accreditation since 1994.

[bookmark: _Toc468376055]Mission, Vision, and Values

Mission

Missouri State University is a comprehensive institution offering undergraduate and graduate programs, including the professional doctorate.  The university educates students to be global citizen scholars committed to public affairs.

Vision

Missouri State University will be the university of choice to develop successful students who excel academically and in ethical leadership, cultural competence and community engagement.

Values

· A student-centered learning environment and excellent teaching that promote and support academic success and personal development.
· The generation, discovery, dissemination and preservation of knowledge developed through research and creative activity.
· Personal and academic integrity in all our endeavors.
· Inclusiveness, fairness, equity and social justice; the recognition that each person possesses not just one but multiple identities; and the celebration of the similarities, as well as the differences, of our diverse campus.
· Our people and their ability to foster an environment of respect for all individuals within a climate of civility, trust and collaboration.
· Continuous improvement in our Programs, policies and procedures.
· Innovation and promotion of the entrepreneurial spirit in all aspects of university life.
· Collaboration, both internally and externally, to promote meaningful partnerships that further the university’s goals. 
· Pride in, and celebration of, the achievements of the university and campus community, past and present. 
· Responsible and transparent stewardship of the University and community’s resources for a sustainable future.

[bookmark: _Toc459119320]
McQueary College of Health and Human Services Mission Statement 
The School of Social Work resides within the McQueary College of Health and Human Services (MCHHS) at Missouri State University. MCHHS has adopted the below vision, mission, values, and goals. 
Vision 
To promote and enhance lifelong learning, health and well-being. 
Mission 
The McQueary College of Health and Human Services (MCHHS) focuses on improving the health and well-being of people in Missouri, the nation, and the global community through education, research, and service. MCHHS values multidisciplinary approaches, instills the public affairs mission, and encourages students and faculty to develop lifelong learning skills.
Values 
Honesty, Integrity, Respect, Compassion, Excellence, Cultural Sensitivity, Responsibility
Goals 
1. Recruit, develop, and retain faculty and staff who support quality instruction, research, and service in accordance with the public affairs mission and University goals.
2. Recruit, retain and support quality students who will become engaged citizens committed to using their education to fulfill the MCHHS mission and University goals.
3. Develop, assess and maintain quality educational Programs consistent with the MCHHS mission and University goals. 
4. Develop relationships with internal and external constituencies to support academic Programs and to fulfill our public affairs mission.
5. Nurture--among students, faculty, and staff--an inclusive educational environment enriched by respect for diverse capabilities, backgrounds, thoughts, and values.
6. Create and foster an environment that encourages and supports scholarship of discovery, and application and dissemination of new knowledge.
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[bookmark: _Toc459119321][bookmark: _Toc468376058]MSW Program History

[bookmark: _Toc459119322]The School of Social Work grew out of the Sociology Department in 1970, and was added as an area of study under the leadership of Dr. Clarence Ketch.  However, social work courses were listed in the course bulletin as early as 1950.  In the spring of 1972, the Department of Sociology learned that the Council on Social Work Education (CSWE) would begin accrediting undergraduate social work programs (Southwest Missouri State University, 2003).  The first social work course was taught in the spring of 1972.  In 1977, the social work undergraduate baccalaureate program was fully accredited by CSWE.  In 1995, the School entered candidacy status for the MSW program for the Springfield campus. In the fall of 1996, the first class of two-year students were admitted. By summer 1997, the first class of advanced standing students were admitted.  The first MSW class graduated in May 1998.  
[bookmark: _Toc468376059]School of Social Work Mission

The MSU School of Social Work focuses on improving the health and well-being of people in Missouri, the nation, and the global community through education, research, and service. MSU SSW values diversity, promotes interprofessional approaches, instills the public affairs mission, and encourages the development of lifelong learning skills.

[bookmark: _Toc459292416][bookmark: _Toc459293128][bookmark: _Toc468376060]MSW Program Goals

The Master of Social Work Program's mission is to develop advanced generalist practitioners who are committed to promoting Missouri State University's public affairs mission. These self-reflective leaders will improve communities at the local, national, and global levels through ethical advocacy to ultimately eradicate social, economic, and environmental injustices. MSW graduates will demonstrate this through the utilization of culturally-informed frameworks, multidimensional problem solving approaches, research-informed practice methods, and evidence-based theories.

MSW Program’s Generalist Goals
The following are the Program objectives for the MSW Generalist curriculum: 
1. Demonstrate knowledge of the history, mission, and philosophy of the social work profession and how it relates to the formulation of a professional identity. 
2. Recognize values and ethical dilemmas in practice within the parameters of the NASW Code of Ethics. 
3. Demonstrate professional demeanor and self-awareness regarding personal values that could impact professional judgment.
4. Understand, apply, and communicate the importance of diversity and difference in shaping life experiences on all system levels. 
5. Address the needs of populations-at-risk with an understanding of discrimination and oppression on all system levels.  
6. Understand, identify, and advocate against local and global social, economic, and environmental injustices in practice settings. 
7. Recognize and value the role of research for practice improvement. 
8. Identify and assess the impact of social policy at the local, national, and global levels and demonstrate knowledge of pathways to change policies to advance human rights. 
9. Demonstrate critical thinking skills, including the ability to apply person-in-environment and multidisciplinary theoretical frameworks, to engage, assess, intervene, and evaluate generalist social work practice on all system levels.

MSW Program’s Advanced Generalist Goals
The following are the Program objectives for the MSW Advanced Generalist curriculum: 
1. Demonstrate ethical leadership and professional decision making through the application of the NASW Code of Ethics on all system levels. 
2. Demonstrate culturally-informed advanced generalist practice approaches on all system levels. 
3. Analyze the multidimensional factors that form and shape the human experience and integrate research-informed practice theories that support the unique diversity factors of families and systems during the helping process. 
4. Engage in social work value-based strategies designed to eliminate oppressive structural barriers and advance social, economic, and environmental justice at the local, national, and global advanced generalist practice levels. 
5. Collect, analyze, evaluate, and apply evidence-based research to inform and improve policy and service delivery; specifically, in the areas of children and families, physical health, behavioral health, and community health.
6. Critically evaluate and advocate for ethical social work practices that lead to the development of local, national, and global policies that promote human and environmental rights. 
7. Demonstrate wellness-oriented and other theoretical frameworks that maximize the physical, mental, emotional, social, economic, cultural, and spiritual health on all advanced generalist practice levels. 
8. Exhibit critical thinking skills to appropriately apply evidence-based practice theories when engaging, assessing, intervening, and evaluating all system levels. 
9. Display an advanced generalist social work knowledge base during interprofessional collaboration.
[bookmark: _Toc460249146][bookmark: _Toc468376061]School of Social Work Accreditation

The MSW Program at Missouri State University is accredited by the Council on Social Work Education (CSWE). CSWE is a national association of social work education programs that is designed to enhance the quality of social work education. Its members include over 800 accredited master’s degree social work programs. For more information about CSWE, please visit www.cswe.org.
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The Council on Social Work Education (CSWE) has established Educational Policy and Accreditation Standards (EPAS) on social work curriculum. The intent of this policy is to support academic excellence by establishing standards for professional competence. 
It is to ensure that students are able to demonstrate the integration and application of the competencies in practice. The 2015 EPAS social work practice competence consists of nine interrelated competencies and component behaviors that are comprised of knowledge, values, skills, and cognitive and affective processes.  Upon successfully completing field education, students will be able to demonstrate the below nine competencies. 

Generalist

[bookmark: _Toc468376063]Competency 1: Demonstrate Ethical and Professional Behavior

Social workers understand the value base of the profession and its ethical standards, as well as relevant laws and regulations that may impact practice at the micro, mezzo, and macro levels. Social workers understand frameworks of ethical decision-making and how to apply principles of critical thinking to those frameworks in practice, research, and policy arenas. Social workers recognize personal values and the distinction between personal and professional values. They also understand how their personal experiences and affective reactions influence their professional judgment and behavior. Social workers understand the profession’s history, its mission, and the roles and responsibilities of the profession. Social Workers also understand the role of other professions when engaged in inter-professional teams. Social workers recognize the importance of life-long learning and are committed to continually updating their skills to ensure they are relevant and effective. Social workers also understand emerging forms of technology and the ethical use of technology in social work practice. Social workers:

· make ethical decisions by applying the standards of the NASW Code of Ethics, relevant laws and regulations, models for ethical decision-making, ethical conduct of research, and additional codes of ethics as appropriate to context;
· use reflection and self-regulation to manage personal values and maintain professionalism in practice situations;
· demonstrate professional demeanor in behavior; appearance; and oral, written, and electronic communication; 
· use technology ethically and appropriately to facilitate practice outcomes; and
· use supervision and consultation to guide professional judgment and behavior.

[bookmark: _Toc468376064]Competency 2: Engage Diversity and Difference in Practice

Social workers understand how diversity and difference characterize and shape the human experience and are critical to the formation of identity. The dimensions of diversity are understood as the intersectionality of multiple factors including but not limited to age, class, color, culture, disability and ability, ethnicity, gender, gender identity and expression, immigration status, marital status, political ideology, race, religion/spirituality, sex, sexual orientation, and tribal sovereign status. Social workers understand that, as a consequence of difference, a person’s life experiences may include oppression, poverty, marginalization, and alienation as well as privilege, power, and acclaim. Social workers also understand the forms and mechanisms of oppression and discrimination and recognize the extent to which a culture’s structures and values, including social, economic, political, and cultural exclusions, may oppress, marginalize, alienate, or create privilege and power. Social workers:

· apply and communicate understanding of the importance of diversity and difference in shaping life experiences in practice at the micro, mezzo, and macro levels;
· present themselves as learners and engage clients and constituencies as experts of their own experiences; and
· apply self-awareness and self-regulation to manage the influence of personal biases and values in working with diverse clients and constituencies.

[bookmark: _Toc468376065]Competency 3: Advance Human Rights and Social, Economic, and Environmental Justice

Social workers understand that every person regardless of position in society has fundamental human rights such as freedom safety, privacy, an adequate standard of living, health care, and education. Social workers understand the global interconnections of oppression and human rights violations, and are knowledgeable about theories of human need and social justice and strategies to promote social and economic justice and human rights. Social workers understand strategies designed to eliminate oppressive structural barriers to ensure that social goods, rights, and responsibilities are distributed equitably and that civil, political, environmental, economic, social, and cultural human rights are protected. Social workers: 

· apply their understanding of social, economic, and environmental justice to advocate for human rights at the individual and system levels; and
· engage in practices that advance social, economic, and environmental justice.

[bookmark: _Toc468376066]Competency 4: Engage in Practice-Informed Research and Research-Informed Practice

Social workers understand quantitative and qualitative research methods and their respective roles in advancing a science of social work and in evaluating their practice. Social workers know the principles of logic, scientific inquiry, and culturally informed and ethical approaches to building knowledge. Social workers understand that evidence that informs practice derives from multi-disciplinary sources and multiple ways of knowing. They also understand the processes for translating research findings into effective practice. Social workers:

· use practice experience and theory to inform scientific inquiry and research;
· apply critical thinking to engage in analysis of quantitative and qualitative research methods and research findings; and
· use and translate research evidence to inform and improve practice, policy, and service delivery.

[bookmark: _Toc468376067]Competency 5: Engage in Policy Practice

Social workers understand that human rights and social justice, as well as social welfare and services, are mediated by policy and its implementation at the federal, state, and local levels. Social workers understand the history and current structures of social policies and services, the role of policy in service delivery, and the role of practice in policy development. Social workers understand their role in policy development and implementation within their practice settings at the micro, mezzo, and macro levels and they actively engage in policy practice to effect change within those settings. Social workers recognize and understand the historical, social, cultural, economic, organizational, environmental, and global influences that affect social policy. They are also knowledgeable about policy formulation, analysis, implementation, and evaluation. Social workers:

· Identify social policy at the local, state, and federal level that impacts well-being, service delivery, and access to social services; 
· assess how social welfare and economic policies impact the delivery of and access to social services;
· apply critical thinking to analyze, formulate, and advocate for policies that advance human rights and social, economic, and environmental justice.

[bookmark: _Toc468376068]Competency 6: Engage with Individuals, Families, Groups, Organizations, and Communities

Social workers understand that engagement is an ongoing component of the dynamic and interactive process of social work practice with, and on behalf of, diverse individuals, families, groups, organizations, and communities. Social workers value the importance of human relationships. Social workers understand theories of human behavior and the social environment, and critically evaluate and apply this knowledge to facilitate engagement with clients and constituencies, including individuals, families, groups, organizations, and communities. Social workers understand strategies to engage diverse clients and constituencies to advance practice effectiveness
Social workers understand how their personal experiences and affective reactions may impact their ability to effectively engage with diverse clients and constituencies. Social workers value principles of relationship-building and inter-professional collaboration to facilitate engagement with clients, constituencies, and other professionals as appropriate. Social workers:

· apply knowledge of human behavior and the social environment, person-in-environment, and other multidisciplinary theoretical frameworks to engage with clients and constituencies; an
· use empathy, reflection, and interpersonal skills to effectively engage diverse clients and constituencies.

[bookmark: _Toc468376069]Competency 7: Assess Individuals, Families, Groups, Organizations, and Communities

Social workers understand that assessment is an ongoing component of the dynamic and interactive process of social work practice with, and on behalf of, diverse individuals, families, groups, organizations, and communities. Social workers understand theories of human behavior and the social environment, and critically evaluate and apply this knowledge in the assessment of diverse clients and constituencies, including individuals, families, groups, organizations, and communities. Social workers understand methods of assessment with diverse clients and constituencies to advance practice effectiveness. Social workers recognize the implications of the larger practice context in the assessment process and value the importance of inter-professional collaboration in this process. Social workers understand how their personal experiences and affective reactions may affect their assessment and decision-making. Social workers:

· collect and organize data, and apply critical thinking to interpret information from clients and constituencies;
· apply knowledge of human behavior and the social environment, person-in-environment, and other multidisciplinary theoretical frameworks in the analysis of assessment data from clients and constituencies;
· develop mutually agreed-on intervention goals and objectives based on the critical assessment of strengths, needs, and challenges within clients and constituencies; and
· select appropriate intervention strategies based on the assessment, research knowledge, and values and preferences of clients and constituencies.

[bookmark: _Toc468376070]Competency 8: Intervene with Individuals, Families, Groups, Organizations, and Communities 

Social workers understand that intervention is an ongoing component of the dynamic and interactive process of social work practice with, and on behalf of, diverse individuals, families, groups, organizations, and communities. Social workers are knowledgeable about evidence-informed interventions to achieve the goals of clients and constituencies, including individuals, families, groups, organizations, and communities. Social workers understand theories of human behavior and the social environment, and critically evaluate and apply this knowledge to effectively intervene with clients and constituencies. Social workers understand methods of identifying, analyzing and implementing evidence-informed interventions to achieve client and constituency goals. Social workers value the importance of inter-professional teamwork and communication in interventions, recognizing that beneficial outcomes may require interdisciplinary, inter-professional, and inter-organizational collaboration. Social workers:

· critically choose and implement interventions to achieve practice goals and enhance capacities of clients and constituencies;
· apply knowledge of human behavior and the social environment, person-in-environment, and other multidisciplinary theoretical frameworks in interventions with clients and constituencies;
· use inter-professional collaboration as appropriate to achieve beneficial practice outcomes;
· negotiate, mediate, and advocate with and on behalf of diverse clients and constituencies; and
· facilitate effective transitions and endings that advance mutually agreed-on goals.

[bookmark: _Toc468376071]Competency 9: Evaluate Practice with Individuals, Families, Groups, Organizations, and Communities

Social workers understand that evaluation is an ongoing component of the dynamic and interactive process of social work practice with, and on behalf of, diverse individuals, families, groups, organizations and communities. Social workers recognize the importance of evaluating processes and outcomes to advance practice, policy, and service delivery effectiveness. Social workers understand theories of human behavior and the social environment, and critically evaluate and apply this knowledge in evaluating outcomes. Social workers understand qualitative and quantitative methods for evaluating outcomes and practice effectiveness. Social workers:

· select and use appropriate methods for evaluation of outcomes;
· apply knowledge of human behavior and the social environment, person-in-environment, and other multidisciplinary theoretical frameworks in the evaluation of outcomes;
· critically analyze, monitor, and evaluate intervention and program processes and outcomes; and
· apply evaluation findings to improve practice effectiveness at the micro, mezzo, and macro levels

Advanced Generalist

Upon successfully completing advanced generalist field education, students will be able to demonstrate the below nine competencies: 

Competency 1:  Demonstrate Ethical and Professional Behavior
Practitioners in advanced generalist social work understand the value base of the profession and its ethical standards, as well as how to synthesize multidimensional factors for ethical decision-making.  They are ethical leaders when working with clients and constituencies in all stages of the helping process.  Practitioners in advanced generalist social work value life-long learning to develop professional expertise.
Advanced Practice Behaviors
· Model and implement culturally informed and ethical approaches in all stages of practice.
· Articulate and implement a plan of ethical decision-making with consideration of complexity of factors.
· Provide ethical leadership in interprofessional collaboration that impacts services for individuals, families, communities, and organizations.
· Utilize supervision and consultation for life-long learning and development of professional expertise.
· Evaluate influence of personal use of self and how it influences practice.

Competency 2:  Engage Diversity and Difference in Practice
Practitioners in advanced generalist social work recognize the convergence of diversity and differences, and are able to integrate that knowledge into their practice on all system levels. Practitioners of advanced generalist social work value diversity and differences and actively seek client’s experience to provide theoretically sound, empowering services. Practitioners of advanced generalist social work are responsible for their own personal awareness and utilize critical thinking to remain culturally competent.

 Advanced Practice Behaviors
· Utilize research-informed interventions based on advanced practice theories that consider diversity factors in all services for clients and constituencies
· Use critical thinking to evaluate the intersectionality of diversity and differences of all system levels. 
· Articulate importance of diversity and difference when identifying advocacy action steps for at-risk populations
· Use self-regulation and self-monitoring of personal reactions to model respect for the value of diversity and difference in all practice situations

Competency 3:  Advanced Human Rights and Social, Economic, and Environmental Justice
Practitioners of advanced generalist social work value the importance of fundamental human rights to every person and utilize their knowledge of person-in-environment and systems to guide their responsiveness to social, economic, and environmental justice.   Practitioners of advanced generalist social work recognize the impact of oppressive barriers in all areas of practice and actively engage in strategies to promote social and economic justice and human rights at the local to global levels.
Advanced Practice Behaviors
· During all helping phases, independently identify barriers to progress due to social, economic, and/or environmental injustices and implement tangible strategies.
· Incorporate knowledge of the interconnectedness of regional and global systems that foster social, economic, and environmental justice and human rights.
· Employ advocacy strategies that promote and improve equitable practice, policy and service delivery.

Competency 4:  Engage in Practice-informed Research and Research-informed Practice
Practitioners of advanced generalist social work value the significant link between research and social work practice. Practitioners of advanced generalist social work apply ethical research principles to research methodology, design and analysis for evidence-based recommendations that informs current and future research that is significant to the field of social work. Practitioners of advanced generalist social work synthesize practice experience and scientific inquiry to inform direct practice, improve policy, and evaluate programs to enhance the lives of clients and constituencies.
Advanced Practice Behaviors
· Advance the science of social work through design, implementation, and interpretation of research.  
· Utilize scientific inquiry to advanced practice theoretic frameworks to promote evidence-based services.
· Utilize practice experience and translate research to evaluate programs, improve policy, promote evidence-based services, and inform the role of social work as part of an interdisciplinary team. 
Competency 5:  Engage in Policy Practice
Practitioners of advanced generalist social work recognize the significance of social work values and ethics as framework of policy practice. Practitioners of advanced generalist social work understand how social policies are designed and critically evaluate regional, national and global social policies impact on service delivery. Practitioners of advanced generalist social work provide leadership in analysis, development and implementation of policies that advance human rights and social, economic, and environmental justice. 

Advanced Practice Behaviors
· Examine the strengths and limitations of policy in terms of promoting social justice and reducing inequality across the life course of clients and constituents.
· Advocate for social, economic, and environmental policies that positively impact the wellbeing, service delivery, and access to social service resources at all system levels.
· Analyze and compare family health policies on a global level to aid in policy development and to evaluate systemic effects of change.
· Provide leadership that underscores social work values and principles in policy development and implementation.

Competency 6:  Engage with Individuals, Families, Groups, Organizations, and Communities

Practitioners of advanced generalist social work value strengths of all system levels and promote relationships among systems to maximize empowerment. Practitioners of advanced generalist social work understand the multidimensional aspects of client systems and understand the intended impact of utilizing advanced practice knowledge to engage. Practitioners of advanced generalist social work are aware of the impact of personal use of self in effectively engaging clients and constituencies.  

Advanced Practice Behaviors
· Employ engagement skills that are culturally-responsive while considering developmental and environmental factors of the entire client system.
· Actively involve clients in the engagement process through use of evidence-based advanced practice theories.
· Articulate and implement applicable ethical standards to effectively engage clients and constituents at all system levels.

Competency 7: Assess Individuals, Families, Groups, Organizations, and Communities

Practitioners of advanced generalist social work adhere to ethical guidelines applicable to assessment. Practitioners of advanced generalist social work recognize the complexity of systems, utilize multidimensional knowledge of human behavior and the social environment, and use research-informed advanced practice theories for effective assessment.  Practitioners of advanced generalist social work are able to recognize the influence of personal use of self in assessment and are committed to lifelong professional and personal development. 

Advanced Practice Behaviors
· Assess from multidimensional domains of health that are culturally responsive, and consider developmental factors of the entire client system.
· Implement evidenced-based advanced practice theories that assess multiple system levels.
· Assess for needs related to social, economic and environmental justice.
· Articulate and implement applicable ethical standards while assessing all system levels.

Competency 8: Intervene with Individuals, Families, Groups, Organizations, and Communities

Practitioners of advanced generalist social work adhere to ethical guidelines applicable to intervention strategies. Practitioners of advanced generalist social work recognize the complexity of systems, utilize multidimensional knowledge of human behavior and the social environment, and research-informed advanced practice theories for effective interventions.  Practitioners of advanced generalist social work are able to recognize the influence of personal use of self in intervention and are committed to lifelong professional and personal development. 

Advanced Practice Behaviors
· Intervene based on priorities from a multidimensional assessment that are culturally responsive, and consider developmental factors of the entire client system.
· Implement interventions from evidence-based advanced practice theories that actively involve and affect change at multiple system levels 

·  Develop interventions that consider social, economic, and environmental justice.
· Articulate and implement ethical standards while intervening at all system levels.

Competency 9:  Evaluate Practice with Individuals, Families, Groups, Organizations, and Communities
 
Practitioners of advanced generalist social work adhere to ethical guidelines applicable to evaluation models and practice. Practitioners of advanced generalist social work recognize the complexity of systems, utilize multidimensional knowledge of human behavior and the social environment, and research-informed practice theories for effective evaluation.  Practitioners of advanced generalist social work are able to recognize the influence of personal use of self in evaluation and are committed to lifelong professional and personal development.

Advanced Practice Behaviors
· Evaluate from multidimensional health domains that are culturally responsive, and consider developmental factors of the entire client system.
· Utilize evaluation measures that critically analyze the use of evidence-based advanced practice theories in all system levels of practice.
· Employ evaluation measures that consider social, economic, and environmental justice.
· Articulate and implement applicable ethical standards while evaluating all system levels.


	[bookmark: _Toc468376072]Admission Criteria and Field Placement Process



Admission criteria for field placement requires students to satisfy course work requirements and GPA standards, attend Pre-Field Orientation, complete field paperwork as prescribed, and maintain professional behavior.  In addition, students attend an individualized field advising appointment with Coordinator of Field Education to identify prospective field practicum settings.  Students self-direct setting up interview and selection of practicum placement with Field faculty approval. 

[bookmark: _Toc468376073]Course Completion and Grade Requirements

MSW-Generalist and MSW-Advanced Generalist students must also maintain the minimal academic standards as outlined below, as well as the MSW Handbook, pg. 28. 
Students are expected to meet the Graduate School requirements for good academic standing.  This involves maintaining a 3.0 GPA for all graduate course work transferred in or earned at Missouri State University.  Moreover, students are expected to get at least B-level grades in all graduate social work courses, or courses that count toward their MSW degree.  Any MSW degree course grades of C or below are considered not passing grades in the MSW program; however, the program does allow one C-grade without administrative action (with exception of field practicum).

Violations to this standard are grounds for administrative dismissal from the program. Students will be dismissed from the program for any of the following academic standards violations:

1. Two grades of “C” in any graduate coursework.
2. A grade of “no pass” or “C” in any field practicum (i.e., SWK 740 and SWK 780).
3. A grade below “C” in any graduate coursework.

MSW- Generalist year students must complete the following courses before proceeding to field.  

SWK 705:  Human Behavior and Social Environment
SWK 710:  Generalist Social Work Practice with Individuals
SWK 715:  Social Welfare Policy 
SWK 725:  Generalist Social Work Practice with Families & Groups
SWK 726:  Generalist Social Work Practice with Communities and Organizations
SWK 730:  Diversity and Social Justice

MSW- Advanced Generalist year students must complete the following courses before proceeding to field.  
SWK 746:  Advanced Generalist Social Work Research
SWK 750:  Social Work Practice I
SWK 754:  Advanced Clinical Social Work Assessment
SWK 755:  Social Work Practice II
SWK 756:  Social Work Practice III
SWK 757:  Social Work Practice IV
SWK 760:  Advanced Policy & Social Justice

[bookmark: _Toc468376074]Attend Pre-Field Orientation

Generalist MSW students will need to attend the Pre-Field Orientation on August 25, 2021 at 10:00 via Zoom. MSW students who are in their advanced generalist year will need to attend this informational meeting on June 10, 2021 at 10:00 via Zoom. This pre-field informational meeting is mandatory and is designed to prepare students for the field education placement process.  The Orientation will review the Field Education policy and placement procedures, discuss pre-placement paperwork to be completed, a discussion of prospective agencies, and establish an individualized field advising appointment with the Coordinator of Field Education. 

[bookmark: _Toc468376075]Submit Pre-Placement Paperwork

· Authorization for Release of Information to Practicum Agencies
· Authorization for Release of Information to Employers/Educational Institutions
· Practicum Liability Insurance Statement
· Field Information Preference Form
· Educational Resume
· The above documents are to be completed and submitted to the Coordinator of Field Education by 5:00 on June 13, 2021 (Advanced Generalist) or August 27, 2021 (Generalist).

[bookmark: _Toc468376076]Attend Individualized Field Advising Appointment

A sign-up sheet for pre-field advising will be emailed to students after the pre-field orientation. At this meeting, students will discuss with the Coordinator of Field Education their professional social work interests and career goals.  Students and the Coordinator of Field Education will discuss agency recommendations for practicum. 

[bookmark: _Toc468376077]Professional Readiness Consistently Demonstrated

According to CSWE 2015’s Competency One, students must demonstrate Ethical and Professional behavior throughout the MSW program (see section on field education standards for complete description of Competency One). If there is a concern related to competency one, SSW faculty members have the opportunity to submit information regarding students’ professional readiness for field.  Concerns may include but not be limited to:

· Incomplete field paper work
· Failure to attend pre-field orientation
· Interactions with faculty lack respect
· Professional presentation of self at practicum interviews

Before proceeding with the field placement process, students may be expected to participate in a field readiness meeting with the Coordinator of Field Education. The purpose of this meeting is to provide support, encouragement, and structure so the student has an opportunity to address identified concerns and establish a plan for success before continuing in the field practicum placement process. 
	
[bookmark: _Toc468376078]Selecting Field Settings (criteria, procedures)

Before a student can contact a prospective field setting, the Coordinator of Field Education must approve the agency by the following procedures: 

1. Understanding practicum placement limitations re: felony or misdemeanor charges:
· I understand that prior convictions, diversions, pending, and/or future charges may affect my ability to be placed in a field practicum which is necessary to complete the MSW program.
· I realize that while I may be admitted into the program, I may not be able to complete my degree if there is something in my background that would prevent me from being placed in a field agency.
· I recognize that many field agencies require background check and might deny me based upon previous criminal history and/or substantiated allegations.
· I understand that some criminal charges might affect by ability to become licensed in the State of Missouri and I know it is my obligation to contact the Missouri licensure board to explore if my criminal charges and/or substantiated allegations could prevent me from licensure.

2. Prospective agencies complete the Agency Profile Form (see Appendix A)  which documents:  Agency mission;  Social Work employees available to provide field instruction; level of practice opportunities (MSW-G, and/or MSW-AG); Block placement option; requirements of student; field of services the agency provides; learning opportunities available for students including micro, mezzo, macro opportunities. 

3. Field coordinator reviews agency profile form and interviews prospective field instructor (or designated employee) by phone conference or a personal meeting to verify if the agency as a practice setting. 

4. After the student completes pre-field paper work, individualized field advising appointment, and demonstrates professional readiness, they will contact approved agencies for practicum placement interviews. They are encouraged to contact two agencies and communicate professionally throughout the process. 

5. Students seeking Employment Base Practicum (EBP) may access the EBP proposal by following the below link:  http://www.missouristate.edu/swk/Graduate/FieldEducation.htm  Proposals will be reviewed by the field committee (see EMP policy for details). 

6. After securing their field placement, students submit a Practicum Confirmation Memo to the Coordinator of Field Education by the designated due date.

7. If a practicum site is not secured by the final day of the semester, the process will be continued the week before the spring semester begins.

8. Students must complete placement process steps by the designated due dates or they may not be permitted to participate in practicum.   

9. The final confirmation of any practicum experience will be contingent upon the agreement of the agency, field instructor, student, and Coordinator of Field Education.  

10. If any party believes that the practicum experience is inappropriate, the student will continue the interview process at other available agency sites.

11. If students fail to be accepted following two agency interviews, they will       
be expected to meet with the Coordinator of Field Education for  
assessment and recommendations.  

12. The field setting along with Missouri State University, the SSW, and social work student will complete / sign a Memorandum of Understanding which outlines commitment and responsibility for field education. Agency MOU’s are approved by the Dean of MCHHS on behalf of the Board of Governors and MSU’s legal counsel. (see Appendix B)



	[bookmark: _Toc468376079]Employment Based Practicum (EBP)



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 practicums must comply with the same standards required for non-employment-based practicums.  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 MSW-Generalist and/or MSW-Advanced Generalist Criteria for Selection of Practicum Agencies).
2. Ensure the availability of release time for student’s field instruction.
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 complete an Employment Based Practicum application located in Appendix C, as well as http://www.missouristate.edu/swk/Graduate/FieldEducation.htm.  Students may submit the completed proposal electronically to the BlackBoard Community for the Coordinator of Field Education to review. 















	[bookmark: _Toc468376080]		
Role Descriptions and Responsibilities in Field Education



[bookmark: _Toc468376081]School of Social Work

1. The School of Social Work will provide a Coordinator of Field Education to maintain regular communications with the Agency and to monitor record keeping relevant to evaluation of the students and practicum program.
2. The School of Social Work will designate a Faculty Liaison responsible for the coordination of student assignments and educational activities in consultation with the Agency, assist with information required for student evaluation, and to resolve disputes that may arise.  At the request of the Agency, the School of Social Work has the obligation to withdraw from the Agency a particular Coordinator of Field Education, Faculty Liaison or other faculty member involved in the program.
3. The School of Social Work will provide the Agency with a current Field Education manual.
4. The School of Social Work will provide the Agency, in advance of placement, current information on dates of practicum assignments, hours of work, and the nature of educational assignments for each student.
5. The School of Social Work is responsible for monitoring and assisting in the evaluation of the learning experiences of the student, and providing needed educational material and instruction as required by the program.  The School of Social Work is responsible for the maintenance of all records and reports of student's clinical experiences.
6. The School of Social Work agrees not to use the Agency name in any publications or advertising, except in University catalogs, bulletins, student handbooks and/or field manuals
7. The School of Social Work will provide orientation workshops for Agency Field Instructors as needed.  These programs are planned to promote understanding of the curriculum of the Social Work Program, encourage communication and interaction, and develop expertise in practicum instruction.
8. The School of Social Work utilizes a portion of student fees to purchase appropriate professional liability insurance of at least One Million Dollars ($1,000,000.00) per occurrence and Three Million Dollars ($3,000,000.00) annual aggregate and School will provide proof of such insurance, upon request from Agency.  Restrictions: Standard exclusions such as use of automobiles, bodily injury.  Claims such as these are covered under other types of insurance policies.  Any claim where one of the allegations is sexual misconduct is subject to an aggregate of liability of $25,000.  This is the most the insurance company will pay for damages for all claims.  This does not apply to defense costs. 
9. The School must approve all employment-related placement plans for students working and completing field education requirements in the same agency (Review the Employment-Related Placement Policy, Procedure, and Plan). 
10. The School will periodically evaluate the total field education experience, including input from field liaisons, field instructors, and students. 
11. The School reserves the right to delay, cancel, or continue the agency affiliation agreement when instances of agency/employee/organization and collective bargaining conflicts occur. 

[bookmark: _Toc468376082]Coordinator of Field Education

The Coordinator of Field Education is responsible for the administration of field practicum for the MSW program which includes the following responsibilities: 

1. Oversee the development and maintenance of policies and practices for practicum operations.
2. Oversee field placement admissions process.
3. Recruit and develop prospective practicum settings that meet the need of MSW-Generalist and MSW-Advanced Generalist level students. 
4. Recruit and equip field supervisors to provide integrative supervision. 
5. Oversee, supervise and monitor quality of practicums at the agency and student level of performance including employment- based practicums. 
6. Support and monitor the operation of the Field Liaisons.
7. Assist students in securing a practicum experience by providing pre-field informational meeting, field orientation with field instructor, and conduct individualized field advising sessions.
8. Mediate conflicts between students and their practicum setting as necessary. 
9. Monitor the field education social work curriculum and maintain standards within the program for CSWE accreditation. 
10. Evaluating agency settings and instructors by using formal student feedback instruments (see Appendix E). 

[bookmark: _Toc468376083]Field Agency 

Field agencies are committed to strengthen students understanding of social work education by reinforcing student learning with the purposes, values, and ethics of the profession.  They will promote these activities as demonstrated by:
1. The agency signs the Affiliation Agreement (Memorandum of Understanding) and completes all appropriate forms prior to the student beginning field education. 
2. The agency provides written confirmation indicating acceptance of students for placement, and will notify the School of agency/field instructor changes that may affect the student experience. 
3. The agency is responsible for providing the student with the appropriate orientation to agency personnel, policies, and procedures. 
4. The agency will utilize the field education curriculum as outlined in this manual. Specific practice course syllabi will also be provided to facilitate integration of course content and practice behaviors (Review the Curriculum). 
5. The agency will make available space and resources necessary to fulfill educational requirements. 
6. The agency provides time for weekly supervision sessions between the field instructor and student. The minimum expectation is for one hour per week of formal supervision.
7. The agency agrees to support the field instructor in attendance at Field Instructor Orientation/ training and additional enrichment opportunities, as well as required site visits for evaluation.  
8. The agency is responsible for notifying the School in a timely manner through the field liaison when a student's performance may jeopardize the successful completion of the placement. 
9. The agency ensures that under no circumstances will students prescribe, administer, or dispense medication or physical therapy.
10. Along with the agency's commitment to educational goals, the agency agrees not to use students to substitute or displace employee positions in whole or in part. 
11. The agency will provide learning opportunities for the students that allow demonstration of (CSWE) core competencies and practice experiences which are consistent with the philosophy and values of social work  
12.  The agency demonstrates high quality services compatible to the ethics and values of the social work profession as listed in the NASW Code of Ethics. 
13. The agency offer opportunities for students to take part in staff meetings, in-service training, interagency conferences, and other learning opportunities that arise.
14. [bookmark: h.2grqrue]A Memorandum of Understanding (MOU) will be signed and dated by the agency, SSW, MCHHS, and student prior to first day of practicum. 

Field Liaison 

The School of Social Work is represented by Field Liaisons who clarify the expectations of the field placement, monitors students’ demonstration of core competencies as demonstrated through practice behaviors, and communicate the academic curriculum to the agency Field Instructor.  

[bookmark: _Toc468376084]Field Liaisons are responsible to maintain contact with field education settings by conducting a minimum of two visits at the agency site with the student, Field Instructor, and if applicable the Educational Supervisor.  Site visits are to review and assess the following: student progress in demonstrating core competencies, a student’s generalist practice opportunities, the quality of Field Instructor supervision, and other practicum concerns which may arise.	Assessing and 

Field Instructor
Field Instructors are dedicated social work professionals who are committed to the next generation of social workers by providing insight, education, and growth to students in their placement settings.  The criterion for selection includes:
[bookmark: h.1v1yuxt]
1. MSW field students are required to have a field instructor with a MSW.  Field Instructors’ degree must be from a Council of Social Work Education (CSWE) program.  They are required to have two- year post degree experience and a minimum of one year at the agency setting. 
2. All field instructors are expected to display a commitment to social work values and education through their work.
3. In a setting that does not employ a person with an accredited social work degree, a social service professional may be designated as the field instructor; however, the agency and student are required to secure an Educational Supervisor (see below for details) in addition to the non-social work degree field instructor. 
4. Field Instructors may utilize tasks supervisors if the student has opportunities of varied learning in the agency.  These tasks supervisors are suggested to attend field orientation, participate in the evaluation process, and provide detailed information for students’ weekly field supervision. 
5. [bookmark: h.4f1mdlm][bookmark: h.2u6wntf]The Field instructor will provide an educationally focused practicum experience as outlined in this Field Education Manual.
6. [bookmark: h.19c6y18]The Field Instructor anticipates remaining in the field agency for the duration of the student’s practicum.
7. [bookmark: h.3tbugp1]In the case of absence, the Field Instructor assigns someone at the agency to oversee the student’s learning.
8. [bookmark: h.28h4qwu]The Field Instructor is recognized in their area of practice as a competent professional who adheres to ethical standards.
9. [bookmark: h.nmf14n]The Field Instructor provides consultation for the student’s Learning Plan construction. Signed copies will be forwarded to the field liaison by the deadline in the field education calendar.
10. [bookmark: h.37m2jsg][bookmark: h.1mrcu09]The Field Instructor will provide weekly supervision for a minimum of one hour. The Learning Plan will be utilized during supervision to review tasks, measure competencies and provide feedback for the student’s learning experience.  In addition, supervision will allow opportunities for the student to ask questions and promote the integration of classroom and field learning experiences.
11. [bookmark: h.46r0co2]The Field Instructor assigns and monitors the student’s performance when they are assigned to work with other agency staff as a part of their practicum experience.
12. [bookmark: h.2lwamvv]The Field Instructor orients the student to agency policies and procedures, including but not limited to, dress code, attendance, record keeping, practice procedures, and agency safety protocol.
13. [bookmark: h.111kx3o]The Field Instructor attends and participates in the Field Instructor Orientation held prior to the spring semester. 
14. [bookmark: h.3l18frh]The Field Instructor provide times of availability to the student during the student’s practicum hours.
15. [bookmark: h.206ipza]The Field Instructor completes the student’s evaluation at mid-term and at the end of the practicum.
16. [bookmark: h.4k668n3]The Field Instructor informs the Coordinator of Field Education immediately in the event concerns arise in the student’s performance.
17. [bookmark: h.2zbgiuw]The Field Instructor will communicate with the Field Liaison on behalf of the student’s progress. This includes allowing opportunities and providing agency space to host a site visit with the student and Field Liaison at least two times during the practicum. 
18. [bookmark: h.1egqt2p]The Field Instructor will provide assignments which will enhance the student’s learning and professional growth as a generalist practitioner.
19. The Field Instructor will review the student’s hours in the practicum setting and insure the student has completed their required hours prior to the final evaluation. 
20. [bookmark: h.3ygebqi][bookmark: _Toc468376085]Field Instructors are awarded three continuing education hours for the act of supervision issued from the SSW per licensure renewal cycle. 

Educational Supervisor
If an assigned agency does not have a field instructor with a social work degree from an accredited university, the student is required to incorporate an Educational Supervisor.  This service is voluntary; however, they are awarded three continuing education hours for the act of supervision.
Qualifications of an Educational Supervisor include:  Social Work degree from an accredited university, at least two years of social work practice experience, knowledgeable about the specific agency and population it serves.  Educational Supervisors will provide weekly supervision to assist student’s integration of social work knowledge, values, and skills in the practice setting.    
[bookmark: _Toc468376086]
Student

[bookmark: h.1x0gk37]The student’s role is a critical component in field education.  Their primary responsibility is to act as an active partner in planning, carrying out, and evaluating their practicum with continual awareness of the expectations of a professional social worker’s mission, values, ethical principles, and ethical standards.  They will be responsible for applying this professional code in their field placement.  The following statements outline student expectations to be upheld throughout the field practicum setting; the SSW student will: 
1. [bookmark: h.4h042r0][bookmark: h.2w5ecyt]Be accountable for their actions and take ownership of their learning process; students should seek varied learning opportunities that are different than past experiences.  There may be some exceptions within large agencies that have distinctly different subunits (e.g. large hospital systems or mental health centers). 
2. [bookmark: _Toc403572257][bookmark: _Toc403572999]Enroll and actively engage in SWK 740 Field Practicum I for MSW-Generalist students or SWK 780 Field Practicum II for MSW-Advanced Generalist (10 credit hours). Any MSW degree course grades of C or below are considered not passing grades in the MSW program; however, the program does allow one C-grade without administrative action (with exception of field practicum).  This course satisfies the Public Affairs Capstone Experience; examines student experiences, problems, and questions related to the practicum; and integrates theory, knowledge, social work values and skills from previous social work courses to prepare generalist social work practitioners. 
3. First year master’s students will complete a minimum of 400 hours. Advanced Generalist MSW students will complete a minimum of 500 hours. Students should seek normal working days and hours (Monday-Friday 8am to 5pm).
4. [bookmark: h.1baon6m]Conduct themselves in a professional manner including, but not limited to, being on time, dressing in accordance to agency policy, and immediately informing Field Instructors of unforeseen changes in their schedule.
5. [bookmark: h.3vac5uf][bookmark: h.2afmg28]Coordinate and communicate with Field Instructor re: absences from regularly scheduled field work days. If a student is absent for any reason, including sickness, arrangements must be made to make up those hours.  If an agency has approved a professional training and requests the student to attend, those hours (to not exceed two days) may count towards the practicum requirement.
6. Completes all University requirements in relation to field placement (see Admission Criteria and Field Placement Process).
7. [bookmark: h.pkwqa1]Communicate with the Field Instructor and the Coordinator of Field Education in a timely manner any conflicts that have arisen or might arise and be open to discussing strategies and problem solving techniques to minimize any potential or ongoing conflicts in their field placement.
8. [bookmark: h.39kk8xu]Establish and maintain a positive, courteous, and professional working relationship with the Coordinator of Field Education, the Field Instructor, and agency staff in the field setting.
9. [bookmark: h.1opuj5n]Adhere to the mission, policies, and procedures of the field agency and notifies the Director of Field Education in a timely manner if there is any discrepancy between agency policy and professional ethics.
10. [bookmark: h.48pi1tg]Work with the Field Instructor to prepare and implement a learning plan in their field agency.
11. [bookmark: h.2nusc19]Take responsibility for being an active participant in supervision with the Field Instructor by preparing and participating in weekly supervision meetings.
12. [bookmark: h.1302m92]Maintain a weekly time sheet and obtain signatures from their Field Instructor and provides copies to Field Liaison by specified due date (See Appendix D).
13. [bookmark: h.3mzq4wv]Comply with the Patient Confidentiality and the Health Insurance Portability and Accountability Act (HIPAA).  They shall follow all policies and procedures of the agency, including those governing the use and disclosure of individually identifiable health information under federal law, specifically 45 CFR parts 160 and 164;
14. [bookmark: h.2250f4o]Have dependable transportation to the field agency;
15. [bookmark: h.haapch]Look for ongoing ways to apply classroom knowledge to field experience activities.
16. [bookmark: h.319y80a]Have a firm understanding of the Social Work Code of Ethics and apply these principles to the practice setting at all times.
17. [bookmark: h.1gf8i83]Complete all field hours over the course of the semester and be present at the agency throughout the entire academic semester as outlined by the SSW Program Calendar.
18. [bookmark: h.40ew0vw]Students are required to fulfill the required 400/500 hours by identified end date.  Students are not to exceed 40-hour work week; therefore, careful consideration of record keeping is essential.  
[bookmark: h.2xcytpi]

			Site Visit Procedure



Students enrolled in SWK 740 and SWK 780 have the option to have their site visit in person or virtually (i.e. Zoom, Skype, Face time). 
If a practicum concern presents itself, additional site visits may need to be made.


	[bookmark: _Toc468376087]Assessing and Supporting Student Progress



During the Field Instructor & Practicum Student Orientation, students and field instructors are introduced to the goals, policies, and expectations for practicum.  They will begin the process of identifying tasks that would provide practice experience in each competency outlined in the 2015 EPAS.  This orientation is mandatory for both field instructor and student and occurs prior to spring semester. 

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 Education Manual (see method of evaluation), the mandatory training session held for field instructors (Field Instructor Orientation), 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 (seminar instructor).  The faculty liaison will have 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 (host agency supervisor) 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 field and 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 and supporting 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 unsatisfactory 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 constitutes unsatisfactory 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

	
9-10 = Capstone 
	
Student demonstrates a high degree or complete competency 


	
8 = Milestone
	
Student demonstrates moderate / satisfactory competency expectations and demonstrates growth and change

	
5-7= Benchmark
1-4 = Benchmark
	
Student has demonstrated marginal to moderate competency
Student has developed marginal to no competency; and/or student is having problems working on identified area with limited evidence of growth and change
	



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 average at least an “8” = Milestone rating which demonstrates moderate competency expectations and demonstrates growth and change.  If students are unable to achieve the “8” rating on all learning plan competencies, 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, and educational supervisors and are submitted to the seminar instructors/faculty liaison, with the documents becoming part of the students’ permanent SSW file.

Students’ earning mid-term score of 8 or above (Milestone to Capstone), but subsequently demonstrate unethical or unprofessional behavior may result in termination of practicum (see termination of practicum in Field Education General Policies).  Students’ final average scores of 7 or below (Benchmark), will not pass SWK 740 or SWK 780. 

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. Refer to MSW Handbook for retention and dismissal policy. 




· 
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FERPA Policy 
The Family Education Records Privacy ACT (FERPA) is a Federal law that protects the privacy of student education records. The law applies to all schools that receive funds under an applicable program of the U.S. Department of Education. MSU School of Social Work employees, field liaisons, and field instructors must comply with this law when releasing information from the student’s education file. Students are provided an opportunity to complete the FERPA consent form during pre-field orientation.  They have the option to date the form for only the duration of the academic year for practicum purposes or they may leave date open ended in order to provide ongoing references to potential future employers or academic settings. A signed consent is required for references over the phone, email, or letter correspondences to third parties. 
No release is needed if the reference is given directly to the student. Below is the link to access the form; however, students are provided a copy of this form during pre-field orientation. https://reslife.missouristate.edu/assets/reslife/FERPA_ReleaseOfInformationAuthorizationForm.pdf
Hours / Time Records / Holidays
MSW-Generalist students are expected to complete a minimum of 400 clock hours in the agency experience.  MSW- Advanced Generalist students are expected to complete a minimum of 500 clock hours.  Practicum may begin no early than the first day of the semester and conclude by the university ‘study day’ prior to the final exam period. Extended practicum students will conclude practicum hours a week prior to summer commencement.  

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”. If practicum hours are completed more than one week early, students must maintain at least ten (10) practicum hours per week at the agency. Dates regarding the finish of practicum are provided verbally and through handouts during the Field Orientation. 

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 their 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, they are expected to notify the field instructor and faculty liaison, in compliance with professional behavior. However, practicum hours must be completed in order to complete/pass the course.

Attendance at Professional Workshops
During Field Education students have the opportunity to attend trainings approved for social work professionals (e.g. CEU workshop for mandated reporting) and social work conferences (e.g. statewide NASW annual meeting). When these events are external to the placement site, the student must receive their field instructor’s permission to attend if these occur during a student’s internship hours. The student may seek advance approval from their faculty liaison for these to count towards their hours.

Travel
Travel time to your practicum site, to a continuing education, or skill training event does not count towards your practicum hours.  However, travel time for tasks/activities/supervision related to your practicum may be included in your practicum hours (e.g. accompanying clients to their appointments, securing resources, home visits, team meetings, networking events, meeting with educational supervisor). 
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. 

Change of Placement 
Change of placement can be disruptive to the learning process, and it is therefore strongly discouraged.  However, a change in placement maybe initiated by the student, field liaison, field instructor, or Coordinator of Field Education.  The student's assigned field placement can be changed when the Coordinator of Field Education has determined that an appropriate learning environment is not being provided at the agency.  Reasons may include the disruption of agency programs or services due to staff turnover or other personnel problems, the departure of the field instructor due to change of position or employment, or budgetary problems at the agency.  In such cases, the accumulation of the required field work hours may be disrupted, due to the length of time required to obtain another agency, thus requiring an extension of time which could delay the student’s graduation date.                                                                                                                                   
Termination from Field Agency
Students can be asked to discontinue their field placement at an agency for a number of reasons.  Where appropriate, every effort will be made to find an alternative placement for the student.  However, when the student is asked to leave the agency as a result of actions that violate basic social work professional standards and values or that violate the NASW Code of Ethics, the Department reserves the right to terminate the student's progress in the Field Practice sequence.  Reasons for termination include:
1. A breach of NASW Code of Ethics.
2. A breach of a field agency's policies.
3. Chemical dependency or use of illegal drugs during one's placement or course of study.
4. A hostile or resistant attitude toward learning or supervision.
5. Inappropriate or disruptive behavior toward colleagues, faculty, and staff at the field placement or other settings.
6. An inability to carry out one's assignments in an agency setting.
7. Behavior that is emotionally or physically damaging to clients.
8. Chronic absenteeism
9. Lack of ability to utilize feedback effectively
10. Conviction of a crime during one's course of study.
11. Repeated failure to demonstrate an ability to work effectively with client systems.

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. Prior to removing a student from a practice setting due to substandard performance (Benchmark), the SSW will ensure that: 
· The student has been given detailed feedback of substandard performance in the practice setting providing specific examples of unacceptable performance and provided with additional support and remediation in an effort to assist the student in meeting expected levels of performance (Note:  all such feedback and remediation efforts should be documented by the department or program). 
· The student’s substandard performance (which may include poor judgement and/or unprofessional behavior) has been verified by at least three faculty members (including classroom instructor, field instructor and educational supervisor, faculty liaison/seminar instructor).
· Evaluation of the student’s practicum performance, including feedback sessions/weekly supervision with the student, have occurred consistently across at least half of the practicum.
· The Dean of the College, Dean of the Graduate College (for graduate students), and the Office of the Provost are notified early in the process that practicum removal, resulting in program dismissal, is a potential outcome. 
· If a student is removed from practicum, the student will be notified in writing that he/she/they are being removed and dismissed from the program at the end of the current semester due to a failure to meet performance standards. Notification of dismissal should occur within 2 weeks before the end of the academic semester. 
· The student may appeal his/her dismissal to the Dean of the College within five calendar days of receiving the notification of such dismissal.
· The student may appeal a decision to uphold the dismissal by the Dean of the College to the Office of the Provost (Graduate College for Graduate students) within five calendar days of receiving notification of the Dean of the College’s decision. 
· A decision to uphold the dismissal by those stated above. 

Student Grievances
Students who have a complaint about a grade will need to follow protocol set forth in the School of Social Work MSW Handbook.  If a student is experiencing other problems related to fieldwork, the student should contact the field liaison (seminar instructor) or Coordinator of Field Education.  If problems are not resolved after a meeting with the above mentioned faculty, then the student should follow the procedure set forth in the School of Social Work MSW Handbook.
Background Checks and Drug Testing
Many organizations require students to complete a criminal background check which may involve a state or national‐level clearance. Some organizations require a Central Registry check through the Department of Health and Human Services (DHHS) to determine if the student has ever been adjudicated in a civil court for abuse and neglect of a child or a vulnerable adult. Organizations may also require a student to take and pass a drug test. All of these requirements may be conditions of acceptance or continuation for a field placement and can be requested at any time before or during the student internship.  Some organizations may cover the cost of these requirements while others may expect the student to pay these costs. Missouri State University does not cover these costs.
Stipends
If a practicum setting offers to pay a stipend to a practicum student, they may accept it as long as the student maintains role of intern/practicum student.  If the distribution of a stipend to a practicum student proceeds with a need to secure documentation that supports human resources or a prn staff/employee, the practicum student may not accept the stipend.

Transporting Consumers and/or Agency Personnel Policy                              

Students are encouraged to use an agency vehicle when transporting clients, consumers, or agency personnel on behalf of the field placement agency. If a student elects to use a privately-owned vehicle, as part of their field placement responsibilities, they are responsible for obtaining and maintaining adequate liability insurance in compliance with state law. The University does not maintain insurance coverage for privately-owned vehicles and is not responsible for property damage or personal injury related to a student’s operation of a motor vehicle, whether owned by the agency or privately-owned. 

Transporting Medication Policy    
                          
At the direction of the field placement agency, and after appropriate training/instruction from the agency, students may transport and deliver packaged medication that has been prepared by qualified professionals. Students are not to dispense or package medication under any circumstances. 
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Field Education Safety Policy
Student-interns must consult with agency field instructors regarding the handling of specific situations that have the potential for threatening personal safety.  For example, student-interns and field instructors need to discuss and plan for situations in which a student-intern may have contact with clients who are intoxicated, high on drugs or in withdrawal, have neurological problems, or for other reasons have difficulty dealing with overwhelming emotions or with impulse control.  In such situations there may need to be a plan for assistance with clients. The field instructor and student should discuss any such issues related to safety measures in the agency or field setting and establish a Safety Plan.  
When meeting with clients within the office setting, student-interns need to ensure personal safety by making client appointments when agency staff are present.  If you are going to another agency or to another department at the agency, or if you are perhaps visiting residential client(s) in their room within the facility, always let the staff know where you are going and when you will return. The nature of the agency setting, as well as the individual client, must be considered when planning for personal safety.                                                                                            
[bookmark: _Toc468376090]Critical Incidents Reporting

The social work department is committed to ensuring the safety of our students at all times while they are fulfilling the field placement requirements.  To most effectively protect the safety needs of students in field placements, the following steps should be observed when your safety has been compromised.
	1. Immediately notify your agency supervisor of the incident, indicating what    happened, who was involved, and the type of injury sustained (if any).
2. If medical attention or police involvement is needed, you should coordinate with your agency supervisor (or designee) to contact the appropriate parties to obtain the needed services.  The student will contact the director of field instruction to report the incident.

	3. The student will complete any agency required incident reports and submit them to the appropriate authority.  A copy of this report should be sent to the Coordinator of Field Education within two days of the incident.
4. If the agency does not have an incident report, the student will draft a memo briefly detailing the particulars of the incident, including what happened, where, when; who was involved, and what were the outcomes.  This report will be submitted to the Coordinator of Field Education and the agency field instructor within two days of the incident.
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Sexual Harassment Policy

All provisions of the University's sexual harassment policy apply to agency based field placements. Students enjoy the protections provided by the University's policy within their field placements.  Students are required to conduct themselves within the guidelines of the National Association of Social Workers Code of Ethics. The sexual harassment policy is explained on the Missouri State University link: https://www.missouristate.edu/sexualassault/
GREEN DOT SCHOOL OF SOCIAL WORK PLEDGE:
The School of Social Work at Missouri State University is committed to being a safe, violence-free zone for students.  To make sure this happen, all social work students and faculty are strongly encouraged to play a role in combatting violence by being a positive and active bystander.  If you, or someone you know, has experienced violence please know you will be supported and heard.  Also, know that you are not alone. If you need immediate assistance, please call 911.  In all other situations, please contact the following resources for assistance:  Harmony House’s 24-hour Crisis Hotline (417/864-SAFE 7233), Springfield Police Department (417/864-1810), MSU Safety & Transportation (417/836-5509), Title IX (417/836-8506), MSU Dean of Students (417/836-5527), MSU Counseling (417/836-5116), MSU Health & Wellness (417/836-4000), or the Victim’s Center (417/863-7273).
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Appendix B: Memorandum of Understanding
M E M O R A N D U M   O F   U N D E R S T A N D I N G
 BETWEEN
MISSOURI STATE UNIVERSITY SCHOOL OF SOCIAL WORK
AND
NAME OF AGENCY
AND
STUDENTS ENROLLED IN FIELD PRACTICUM COURSES
	I.
THIS MEMORANDUM OF UNDERSTANDING is made this 1st day of January 20__, by and between MISSOURI STATE UNIVERSITY SCHOOL OF SOCIAL WORK (hereinafter called the "University") and, NAME OF AGENCY  (hereinafter called the "Agency").
	II.
WHEREAS, the University has established an approved professional undergraduate and graduate Social Work Program which has been accredited by the Council on Social Work Education; and
WHEREAS, one of the objectives of this program is to educate persons to work directly with people and agencies who experience and handle social, economic, health and emotional problems; and
WHEREAS, it is the desire of the University to utilize resources of the Agency for students enrolled in social work practicum courses of the University; and
WHEREAS, the Agency has such facilities and supports and encourages their use for educational purposes;
NOW THEREFORE, the parties mutually agree to the following:
A.	The University and the Agency jointly agree:

1.	As of January 1, 20__, the Agency will allow the University to use its facilities for the education of social work students enrolled in the practicum components of the Social Work Program at the University.
2.	This Memorandum shall be effective for a period of one (1) year and is automatically renewed at the end of each one-year period for another one-year period unless written either party gives notice of termination not less than ninety (90) days before the end of the contract period.  Either party may terminate this agreement by giving the other party not less than (90) day’s written notice of termination.  This Memorandum may be terminated at any time by mutual consent.
3.	The determination of the number of students to be assigned to the Agency shall be negotiated between the Agency and the University.  The Agency retains authority over the final decision of the number of students it can accommodate.
4.	The Agency and University shall cooperate in the placement of students, each sharing responsibility for the final selection of students.  The Agency has no obligation to work with a student who is initially considered to be unsuited to the Agency program.  If a student, after placement, is found to be unsuited to the Agency program in the sole judgment of the Agency, after collaboration with all parties, the University has the obligation to withdraw the student from the Agency.
5.	The University will confer with the Agency prior to the placement of any student in order to establish or to review the purpose, provisions, and responsibilities involved in the practicum experience.
6.	No party to this Memorandum shall, in connection with any aspect of its performance, discriminate against any person by reason of race, color, gender, age, creed, political orientation, sexual orientation, religion, disability, national or ethnic origin.
7.	The parties agree that practicum students are not employees, and that the placement of practicum students is not intended to replace regular paid employees or contracts for services.  Employment based practicums require approval of the Coordinator of Field Education. (Some students receive stipends or scholarships for practicums but are not employees.) 
8.	The parties agree that there shall be no fees paid by the Agency to the student or the University for students participating in the practicum.  Further, there is no financial obligation on the part of either institution or the other.
9.	The University and Agency agree to prohibit students, faculty or staff from publishing any materials as a direct result of the practicum experience in the Agency, unless such publication is approved for release, in writing, by the Agency and the University, such approval not to be withheld unreasonably.
10. 	University and Agency retain the privilege to exchange and review materials relevant to Students’ clinical education and will comply with the Family Educational Rights and Privacy Act. Information from Students’ educational records will not be disclosed without the express written consent of Students. 
11. 	Both University and Agency will be responsible for the acts and conduct of their respective agents and employees, but only to the extent permitted by law; further, nothing in this provision shall be construed as any waiver of any sovereign, official, governmental immunity on the part of either University or Agency. 
B.	Responsibilities of the Missouri State University Social Work Program:
1.	The University will provide a Coordinator of Field Education to maintain regular communications with the Agency and to monitor record keeping relevant to evaluation of the students and practicum program.
2.	The University will designate a Faculty Liaison responsible for the coordination of student assignments and educational activities in consultation with the Agency, to assist with information required for student evaluation, and to resolve disputes as may arise.  At the request of the Agency, the University has the obligation to withdraw from the Agency a particular Coordinator of Field Education, Faculty Liaison or other faculty member involved in the program.
3.	The University will provide the Agency with a current Field Education manual.
4.	The University will provide the Agency, in advance of placement, current information on dates of practicum assignments, hours or work, and the nature of educational assignments for each student.
5.	The University is responsible for monitoring and assisting in the evaluation of the learning experiences of the student, and providing needed educational material and instruction as required by the program.  The University is responsible for the maintenance of all records and reports of student's clinical experiences.
6.	The University agrees not to use the Agency name in any publications or advertising, except in University catalogs, bulletins, student handbooks and/or field manuals.
7.	The University will provide orientation workshops for Agency Field Instructors as needed.  These programs are planned to promote understanding of the curriculum of the Social Work Program, encourage communication and interaction, and develop expertise in practicum instruction.
8.	Missouri State University or Student shall carry appropriate professional liability insurance of at least One Million Dollars ($1,000,000.00) per occurrence and Three Million Dollars ($3,000,000.00) annual aggregate and School will provide proof of such insurance, upon request from Agency.  Restrictions: Standard exclusions such as use of automobiles, bodily injury.  Claims such as these are covered under other types of insurance policies.  Any claim where one of the allegations is sexual misconduct is subject to an aggregate of liability of $25,000.  This is the most the insurance company will pay for damages for all claims.  This does not apply to defense costs. 
C.	Responsibilities of the Agency
1.	The Agency will designate one or more staff person(s) with appropriate qualifications to instruct and to supervise the student(s) in relationship to daily responsibilities of the Agency, and to be available for such consultation as needed by the University to insure student learning.  If there are to be multiple supervisors, a primary supervisor will design, coordinate, and be accountable for the daily learning experience and will be responsible for coordination of evaluation reports.
2.	The Agency will allow time for the Field Instructor to provide direct supervision of the student for a minimum of one hour per week.  Additional time will be provided for preparation for the student's educational experience and conferences with the student and Faculty Liaison.
3.	The Agency will make its facilities available, including conference and classroom space, for students and faculty of the program on a space-available basis.
4.	The Agency will make available to the University current Institutional Policies in order that this information can be disseminated to instructors and students.
5.	The Agency will provide time for the Field Instructor to attend an orientation workshop, given by the University, before the Field Instructor becomes responsible for students.
6.	The Agency will provide office arrangements, which enable the student to function effectively and safeguard confidential materials.
7.	The Agency will communicate with the Faculty Liaison and/or Coordinator of Field Education any concern regarding the student's performance.
8.	The Agency staff will cooperate in the University's evaluation of student performance by submission of evaluation reports required by the University which describe the student's learning and performance in the field.
9.	The Agency will consult with the Faculty Liaison and/or Coordinator of Field Education if specific circumstances arise which require the Agency to ask that a student be withdrawn from practicum during the semester.
10.	The Agency agrees to cooperate in arranging student schedules, which will not conflict with the schedules of the student's University course work.
11.	The Agency agrees to permit, upon reasonable request, the inspection of clinical and related practicum facilities by the University and organizations, which credit the University.  The Agency agrees to allow the Faculty Liaison access to the Agency's facilities and such records as are necessary to evaluate the professional performance of the students.
D.	Responsibilities of the Student: 
1.	The University will inform the student that:
a.	The student is responsible for the development of a learning plan to be used by the student, University, and Agency to evaluate the student's performance.
b.	The student will follow Agency and University policies, procedures, programs and operating standards, rules and regulations (i.e. hours of Agency operation, absences from work, record keeping, etc.).
c.	The student will be under the actual control and supervision of the Agency during participation in practicum activities.
d.	The student will complete all required documentation, such as process recording, treatment summary recording, and reports required by the Agency and University.
e.	The student will prepare for and participate in regular evaluation conferences.
f.	The student is expected and required, professionally and ethically, to maintain confidentiality as expected and required by law, as if an employee of the agency.  Further, the student should give priority to clients' rights and needs over his or her own.
g.	The student will maintain professional standards in compliance with the NASW Code of Ethics and the School of Social Work Standards and Essential Functions.
h.	The student is responsible for his or her own health and accident and automobile insurance.  If the Agency has health requirements, the student is expected to meet the requirements of the Agency.
i.	The student is not an employee and is not entitled financial remuneration during the practicum. (Exceptions: Employment based practicums or stipends/scholarships are available in some agencies).
j.	The student is responsible for transportation to and from the practicum.
k.	The student is responsible for the costs of equipment, materials and supplies that are broken or damaged due to the student's negligence.
l.	The student is responsible for damage to his or her own clothing or other possessions and is responsible for his or her own personal illness or injury that might occur while on the Agency's premises.
m.	The student is responsible for fulfilling all requirements and following all policies of the University as stated in the course syllabi for all SWK Practicum courses.
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We the University and the Agency, have read the foregoing Memorandum of Understanding, and acknowledge our acceptance of the content hereof by affixing our signatures below.

"University"							"Agency"
	      
MISSOURI STATE UNIVERSITY                                          NAME OF AGENCY 
SCHOOL OF SOCIAL WORK 				    mailing address
901 S. National St			    ____________		
Springfield, MO  65897.							 
							


By:							By:						

Mark Smith, Ph.D.				Print Name:					
Dean, McQueary College of Health & Human Services


By:						
	Michele Day, Ph.D.
Director, School of Social Work		




M E M O R A N D U M    OF   U N D E R S T A N D I N G
BETWEEN
MISSOURI STATE UNIVERSITY SCHOOL OF SOCIAL WORK
AND

______________________________________
Name of agency
FOR
STUDENTS ENROLLED IN FIELD PRACTICUM COURSES

· I have read this Memorandum of Understanding between the University and the
Student and the Agency.  

· I specifically understand and agree to comply with the requirements of Section D, “Responsibilities of the Student”.


Student Name: __________________________________________________ (print)


Signature: __________________________________________    DATE: 			__	


Witness: 

BY:						      
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MISSOURI STATE UNIVERSITY  
SCHOOL OF SOCIAL WORK  
Employment-Based Practicum Proposal 
 
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 practicums must comply with the same standards required for non-employment-based practicums (see MSW Field Manual).  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 MSW-Generalist and/or MSW-Advanced Generalist 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 proposals requesting an employment-based practicum.  The Field Education Coordinators will carefully review and assess students’ proposals.  Students requesting employment-based practicums must submit the following written proposal to their campus’ Coordinator of Field Education in a Word document to the Pre-Field Community Blackboard page. First draft accepted July 14, 2021-August 16th, 2021 by 12:00 p.m. Final revision due by August 23, 2021.  Approval notification given by August 30, 2021.  Upon the proposal’s approval, the student will provide the Field Education Coordinator a copy of the proposal with required signatures via BlackBoard. The proposal’s approval is not complete until the Field Education Coordinator receives the document with the required signatures. 
Page BreakMISSOURI STATE UNIVERSITY  
SCHOOL OF SOCIAL WORK  
Employment-Based Practicum Proposal 
 
1. Student Name: 
 
 
2. Educational Status (check one): 
	☐ 
	BSW 

	☐ 
	MSW-Generalist (Practicum I/740) 

	☐ 
	MSW-Advanced Generalist (Practicum II/780) 


 
3. Field Semester (semester/year): 
 
 
4. Practicum Type (check one): 
	☐ 
	Regular Practicum/One Semester 

	☐ 
	Extended Practicum/Two Semesters 


 
5. Description of Employing Agency 
a. Name: 
 
 
b. Address: 
 
 
 
 
c. Scope of Agency’s Services & Clients Served: 
 
 
6. Student’s Employment Status 
a. Current Job Title: 
 
 
b. Length of Time Employed at Agency: 
 
 
c. Length of Time in Current Job Assignment: 
 
 
d. Name of Your Current Immediate Employment Supervisor: 
 
e. Title of Your Current Immediate Employment Supervisor: 
 
 
f. Description of Current Job Duties: 
 
 
g. Current Work Schedule/Hours: 
 
 
h. An agency job description of student’s current position is required and must be submitted with this proposal.   
· Proposals are incomplete without this job description and will not be approved.  
· Please either copy your agency job description and paste into this document or upload it as a separate attachment with your drafts.  
 
7. Student’s First Practicum at Same Agency (if applicable).   
Complete this section only if student is proposing to conduct a second practicum at the same agency.  Effective for students admitted in or after summer 2008, students may not complete two practicums at the same agency (except Title IV-E students). 
a. Student’s Position at First Practicum: 
 
 
b. Student’s General Duties at First Practicum: 
 
 
c. Name & Title of Field Instructor at First Practicum: 
 
 
 
 
 
 
8. Proposed Employment-Based Practicum Experience: 
a. Job Title & Duties (check one): 
	☐ 
	I will keep my same job title/job duties and am adding new learning activities and tasks. (Extended only) 

	☐ 
	I will keep my same job title/job duties and am adding an additional, new position with new title/job duties. (Extended only) 

	☐ 
	I will switch from my current job title/job duties and assume completely new job title/job duties. (Regular and Extended) 

	☐ 
	I am a new employee (employed less than three months at beginning of practicum) and am still acquiring new knowledge and skills for professional duties. (Regular and Extended) 

	☐ 
	Other (please explain): 


 
b. Provide a detailed list of the specific social work learning experiences and tasks that you will perform at the agency which differ from your current work as an employee and, if applicable, your previous practicum experience. 
 
 
c. Describe five proposed practicum-based learning objectives you have established for your educational development.   
 
 
d. At the end of this practicum, what new social work knowledge, skills, and values will you have acquired? 
 
 
e. Describe how this employment-based practicum will provide you with new learning experiences that will further your personal social work career objectives. 
 
 
9. Proposed Field Instructor 
Neither the employment supervisor nor other management personnel with supervisory authority over the student may serve in the field instructor role.   
a. Name of Proposed Field Instructor:  
 
b. Title and Credentials: 
 
 
c. Email: 
 
 
d. Mailing Address: 
 
 
e. Telephone: 
 
 
f. Is the proposed field instructor an agency employee?  If not, explain how this person has sufficient knowledge of your employment to provide field supervision. 
 
 
g. Describe your plan for field instruction/supervision during the practicum. Please include the specific date and time your supervision will be completed each week.  
 
 
h. If your proposed field instructor does not have the required BSW/MSW, describe what, if any, option your agency has for providing educational supervision. 
 
 
 
10. Practicum & Work Schedules 
Students must demonstrate that they participate in the required hours of new learning experiences (i.e., 400 hours for MSW-Generalist students and 500 hours for MSW-Advanced Generalist students).  NOTE:  If you are transferring to or assuming a totally new job assignment within your agency, the work hours and practicum hours will be the same.  This must be noted below. 
Describe how your employment/work hours will differ from practicum hours.  Specifically list the days and hours of your work and practicum schedules.   
 
 
 
 
 
 
 
 
 
11. Agency / Field Instructor  
      
We, [INSERT AGENCY NAME], agree to participate with the Missouri State University School of Social Work in providing the above-described employment-based social work practicum for [INSERT STUDENT NAME].  We understand that all policies and requirements of the Missouri State University School of Social Work field education program, including course work, apply to this field placement. 
 
We have reviewed our policies related to hosting a practicum student who also is an employee in our institution/ agency.  We acknowledge the priority of education as outlined in the above proposal.  We have reviewed the Memorandum of Understanding and the commitment to the student and University/School of Social Work.  
 
We further understand that if, after proposal approval, the employment-based practicum is deemed inappropriate by the Faculty Liaison and/or Coordinator of Field Education, based on criteria for all practicums (i.e., meeting learning plan objectives, timely and adequate supervision, differentiated work duties, etc.) and after sufficient efforts have been make by all parties to correct any problems or deficits identified, the student may be removed from the employment-based practicum. 
 
The Missouri State University School of Social Work 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. 
Questions and/or concerns may be addressed to the Coordinator of Field Education, Dr. Tiffany Havlin at 417-836-6314/ thavlin@missouristate.edu 
 
 
 
 
 
We, the undersigned, agree to participate in the employment-based practicum as outlined in this proposal. 
 
 
___                _____________________________________  
Employing Agency Administrator, Date   
 
 
 
___                _____________________________________  
Student’s Agency Supervisor, Date 
 
 
 
___                _____________________________________  
Proposed Field Instructor, Date  
 
 
 
___                _____________________________________  
Proposed Educational Supervisor, Date 
(if applicable)  
 
 
___                _____________________________________  
Student, Date   
 
 
 
Missouri State University School of Social Work: 
 
☐Proposal Approved 
 
☐Proposal Declined, Comments:  
 
 
 
 
 
 
 
 
 
 
 
 
Coordinator of Field Education 
 
 
Date 
 
 



[bookmark: _Toc468376095]APPENDIX D: Field Practicum Time Sheet
FIELD PRACTICUM TIME SHEET

Student:							Month/Year:				

Instructions:  Indicate day/time supervision occurred with your field instructor and if applicable, supervision with Educational supervisor.  Document only one month per time sheet.  
Submit time sheets to your seminar instructor.

	
	Sun
	Mon
	Tue
	Wed
	Thu
	Fri
	Sat
	Total Hrs

	Week 1
	
	
	
	
	
	
	
	

	Week 2
	
	
	
	
	
	
	
	

	Week 3
	
	
	
	
	
	
	
	

	Week 4
	
	
	
	
	
	
	
	

	Week 5
	
	
	
	
	
	
	
	

	Monthly Total:
	

	Total To Date:
	



Student Signature:								Date:			

Field Instructor Signature:							Date:			
Field Instructor:  Please initial each week’s total and sign at the bottom.
[bookmark: _Toc468376096]APPENDIX E: Evaluation of Field Practicum
Missouri State University
School of Social Work
SWK 740 MSW Generalist (400) hours
 STUDENT EVALUATION OF THE FIELD PRACTICUM

All of the following information is CONFIDENTIAL to the MSU School of Social Work Program.
Semester:  Spring		Year:  _________
Were you placed for an average of 30-35 hours weekly this semester:  Yes____No____
ORIENTATION	
1.  Did you attend the Social Work Program’s orientation to field work?  Yes________No________
2. How satisfied were you with the orientation?
Very Satisfied__________Somewhat__________Slightly__________Not at all__________

What would have been more helpful?
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

3.  How satisfied were you with the orientation provided by your agency?
Very Satisfied_________Somewhat__________Slightly__________Not at all__________

4.  Were you satisfied with the extent of how your field instructor prepared you for your first client contacts?
Very Satisfied_________Somewhat__________Slightly__________Not at all__________

STUDENT ASSIGNMENTS
5.  Approximately when did you meet with your first client this semester?
1st week______2nd week_______3rd week_______4th week_______5th week or later______
6.  On an average, how many hours each week did you meet with clients?
1-3 hours_______4-6 hours______6-8 hours______8-12 hour______13-16 hours________
7.  How satisfied were you with the agency’s focus on social work practice and its related systems?
Very Satisfied__________Somewhat__________Slightly_________Not at all__________
8.  How satisfied were you with the learning quality of your assignments related to the generalist practice model?
Very Satisfied__________Somewhat__________Slightly__________Not at all_________
9.  Please briefly describe assignments related to family health practice and the strengths/limitations in your assignments or workload from an educational perspective:
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________

FIELD INSTRUCTION

10.  On an average, how much time did your field instructor meet with you for individual or group supervision each week?
½ hour________1 hour________1½ hours_________2hours_____other(specify)________
11.  Were your supervisory sessions relatively uninterrupted (e.g. phone calls)?  Yes________No________
12. How satisfied were you with your field instructor’s accessibility in “emergencies”?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
13.  Did you prepare written notes/documentation/records for client files?  Yes________No________
If yes, approximately how many case files did you record weekly?
0________1________2________3________4________5________More__________
14.  How satisfied were you with time provided at your agency to write your records?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
15.  Overall, how satisfied were you with your field instructor preparedness for your supervisory sessions?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
16.  Overall, how satisfied were you with the quality of field instruction?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
17.  Please briefly describe strengths and/or limitations of your supervision or any other special issues.
__________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________
OTHER FIELD WORK ISSUES
18.  How satisfied were you with access to private areas to see clients?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
19.  How satisfied were you with appropriate space to do your agency work?  (e.g. access to phone, desk, etc.)
Very satisfied__________Somewhat__________Slightly__________Not at all__________

SUMMARY
20.  Overall, how satisfied were you with your field placement this semester?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
RECOMMENDATIONS
21.  Do you suggest that the program use your field placement as a Specialization practicum in the future?
Yes________No_________  Please specify reasons for the answer you checked.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
 
22. Do you suggest that the program use your field instructor in the future?
Yes________No________  Please specify reasons for the answer you checked.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

23.  Did you find your Field Practicum Seminar (class) helpful?
Yes________No________  Please specify reasons for the answer you checked.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

Please include OTHER COMMENTS OR SUGGESTIONS about your field placement, faculty field
Liaison, field seminar and/or the program’s administration of Field Education.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

Name of Agency:_____________________________________Date_________________

Name of Faculty Liaison_____________________________________________________

Name of Field Instructor_____________________________________________________

Student Signature___________________________________________________________















Missouri State University
School of Social Work
SWK 780 MSW Specialization (500) hours
 STUDENT EVALUATION OF THE FIELD PRACTICUM

All of the following information is CONFIDENTIAL to the MSU School of Social Work Program.
Semester:  Spring		Year:  _________
Were you placed for an average of 30-38 hours weekly this semester:  Yes____No____
ORIENTATION	
1. Did you attend the Social Work Program’s orientation to field work?  Yes________No________
2. How satisfied were you with the orientation?
   Very Satisfied__________Somewhat__________Slightly__________Not at all________
   What would have been more helpful?
 _________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
3.  How satisfied were you with the orientation provided by your agency?
 Very Satisfied__________Somewhat__________Slightly__________Not at all_________
4.  Were you satisfied with the extent of how your field instructor prepared you for your first client contacts?
Very Satisfied__________Somewhat__________Slightly__________Not at all_________
STUDENT ASSIGNMENTS
5.  Approximately when did you meet with your first client this semester?
1st week______2nd week______3rd week_______4th week_______5th week or later_______
6.  On an average, how many hours each week did you meet with clients?
1-3 hours______4-6 hours______6-8 hours_______8-12 hours_______13-16 hours______

7.  How satisfied were you with the agency’s focus on family health practice and its related systems?
Very Satisfied__________Somewhat__________Slightly__________Not at all_________
8.  How satisfied were you with the learning quality of your assignments related to family practice?
Very Satisfied__________Somewhat__________Slightly__________Not at all_________
9.  Please briefly describe assignments related to family health practice and the strengths/limitations in your assignments or workload from an educational perspective:
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
FIELD INSTRUCTION
10.  On an average, how much time did your field instructor meet with you for individual or group supervision each week?
½ hour________1 hour________1½ hours________2 hours_____ other(specify)________
11.  Were your supervisory sessions relatively uninterrupted (e.g. phone calls)?  Yes________No________
12. How satisfied were you with your field instructor’s accessibility in “emergencies”?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
13.  Did you prepare written notes/documentation/records for client files?  Yes________No________
If yes, approximately how many case files did you record weekly?
0________1________2________3________4________5________More__________
14.  How satisfied were you with time provided at your agency to write your records?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
15.  Overall, how satisfied were you with your field instructor preparedness for your supervisory sessions?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
16.  Overall, how satisfied were you with the quality of field instruction?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
17.  Please briefly describe strengths and/or limitations of your supervision or any other special issues.
__________________________________________________________________________________________________________________________________________________
__________________________________________________________________________________________________________________________________________________
OTHER FIELD WORK ISSUES
18.  How satisfied were you with access to private areas to see clients?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
19.  How satisfied were you with appropriate space to do your agency work?  (e.g. access to phone, desk, etc.)
Very satisfied__________Somewhat__________Slightly__________Not at all__________
FACULTY FIELD LIAISON
20.  Did your faculty liaison visit you and your field instructor at least twice during the semester?
Yes________No________
21.  How satisfied were you with your faculty liaison’s help in the following areas?  (If you have never discussed 
these areas with your faculty field liaison, write n/a-not applicable.)
a.  Nature of your assignments or workload
Very satisfied_______Somewhat_______Slightly_______Not at all________n/a________
b.  Feedback on your practice
Very satisfied_______Somewhat_______Slightly________Not at all_______n/a________
c.  Helped with your field instructor or agency
Very satisfied_______Somewhat_______Slightly________Not at all_______n/a________
22.  If there was a problem, did you think your faculty liaison represented your educational needs with your agency?
Yes________No________Don’t know________
23.  If you wish, briefly describe areas of helpfulness and/or difficulties in your work with your faculty liaison.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
SUMMARY
24.  Overall, how satisfied were you with your field placement this semester?
Very satisfied__________Somewhat__________Slightly__________Not at all__________
RECOMMENDATIONS
25.  Do you suggest that the program use your field placement as a Specialization practicum in the future?
Yes________No_________  Please specify reasons for the answer you checked.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
26.  Do you suggest that the program use your field instructor in the future?
Yes________No________  Please specify reasons for the answer you checked.
__________________________________________________________________________________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________
27.  Did you find your Field Practicum Seminar (Class) helpful?
Yes________No________  Please specify reasons for the answer you checked.
_________________________________________________________________________
____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Please include OTHER COMMENTS OR SUGGESTIONS about your field placement, faculty field
Liaison, field seminar and/or the program’s administration of Field Education.
_________________________________________________________________________
_________________________________________________________________________
_________________________________________________________________________

Name of Agency:___________________________________________________________

Name of Faculty Liaison_____________________________________________________

Name of Field Instructor____________________________________________________

Student Signature_________________________________________Date:_____
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