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Field Instruction Policies and Procedures 

 

Application for Field Instruction  

Application for field instruction and all pre-placement documents must be completed in Preparation for 

Field I and II seminars and must be received by the deadline set in the fall or spring term/semester prior to 

the one in which field placement is to begin. Application material must be submitted separately for SWK 

3339 - Preparation for Field I and for SWK 4449 – Preparation for Field II. The CSS Field Representative 

will review application materials once they are completed. The CSS Field Representative will consult 

with the students adviser to verify that course and grade requirements for the field practicum have been 

met.  

 

All placements are arranged by the CSS Field Representative. If a student is aware of an agency not yet 

used by CSS as a field placement site, the student may initiate a call to that agency to inquire about the 

agency‟s interest. If the agency may be interested in a student intern, the student or agency should call the 

CSS Field Representative for further exploration. Students are not to call existing agencies asking for 

placements as this creates duplication and confusion for all parties involved. It is the CSS Field 

Representative responsibility and prerogative to decide on the placement of students in existing agencies.  

Placement Interviews  

During the respective Preparation for Field course, each student who has applied for field will be asked to 

partake in a placement interview. Each student is required to meet with the CSS Field Representative 

during their preparation for field course. During the placement interview the CSS Field Representative 

will explore the students interests and career goals.  

 

Once the application for field has been submitted and reviewed the student is tentatively assigned to an 

agency. It is the students' responsibility to contact that agency and schedule an interview. No placement is 

considered final until after the internship interview when the agency indicates its acceptance or rejection 

of the student to the CSS Field Representative. If three consecutive agency interviews result in the student 

not being accepted for placement due to performance or behavior concerns, no further placement will be 

attempted until the student meets with the CSS Field Representative to determine appropriate alternatives.  

 

Hours and Days of Field Instruction  

All students meet with their agency field instructor prior to beginning field placement to formulate a 

written contract. This must be completed before any field activities can begin. The student reports to their 

perspective Agency Field Instructor on the first day of the contract plan and for the remainder of the 

enrolled course time, adheres to agency policy in regard to agreed upon office hours, vacation days, 

standards of dress, etc. Students are to notify the field instructor when they must be absent because of 

illness or other reasons; if the absence is expected to last more than one week, they also must notify their 

CSS Field Representative.  All absences, except for official university holidays and required meetings 

arranged for by the School, are to be made up in a manner mutually agreed to by the student, the field 

instructor, and the CSS Field Representative.  

 

Absences due to observance of religious holidays, attendance at professional meetings, or participation in 

professional conferences may be excused with the approval of the field instructor and the CSS Field 

Representative.  
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The required amount of hours for each placement is a standard minimum.  The student may be asked to 

continue in their placement beyond this minimum if they have not been able to meet the competency 

standards in the respective field placement and/or in seminar. 

 

 

Vacations: Prior to lengthy college scheduled breaks (more than two weeks), students are expected to 

assess carefully their agency assignments with their field instructors to determine if, and how frequently, 

during their vacation time, they will need to be at the agency to meet ongoing professional 

responsibilities. This assessment, and the resultant schedule designed to meet these responsibilities, will 

become part of their individualized performance plan and is to be shared with the CSS Field 

Representative. 

  

Some overtime in field instruction is to be expected. These hours may not be accumulated for use as leave 

time, vacation time, or to end the field placement early. The expectation of CSS is that students not be 

involved in excessive overtime during their field practicum. If the overtime becomes excessive, students 

should discuss this with their field instructor and, with their CSS Field Representative so that an 

adjustment can be made.  

 

Required Field Assignments  

CSS requires students to develop an individualized performance plan and working contract with their 

field instructor within the first few weeks of the term/semester. This plan will be modified as learning 

goals change during the field practicum. A copy of the performance plan and working contract is to be 

given to the CSS Field Representative.  

 

The student is responsible for completing and turning in all required assignments as outlined in the field 

syllabi. Failure to do so may result in receiving an F in field. 

 

Distant Field Placement Sites 

Because of both budgetary and faculty time constraints, placement students will be encouraged to find or 

select an agency for their studentship within a 50 mile radius of the program delivery areas. They are, 

however, not restricted to placements within that radius. The Field Education Director/Coordinator will 

consider placements with students in agencies outside of that radius on a case by case basis and when one 

of two different sets of circumstances is agree to by the student. 

 

Faculty and the Social Work Program reserve the right to deny a placement outside the 50 mile radius if 

the Program‟s financial and other circumstances so dictate. 

 

A placement may be made outside of the 50 mile radius if: 

1. The student takes on the extra responsibility to do the preliminary search for agency options 

available in the location they have selected, before turning it over to the Field Education 

Director/Coordinator to investigate. 

2. The student must still regularly participate in the concurrent seminar. 

3. The field placement is investigated and approved by the Field Education Director/Coordinator. 

4. A minimum of two student placements are established in the same immediate area for two 

students who are enrolled in the same student seminar. 

5. All field supervision trips to both sites are made concurrently on the same site visit schedule day. 

 

Evaluation of the Student’s Performance  

Evaluation is viewed as an ongoing process by which the student is given information about his/her 

performance and about how he/she is perceived by colleagues, clients, and supervisor. Thoughtful, 

straightforward feedback, provided in the context of a sound supervisory relationship, forms the basis for 

the student's growth and development as a professional person. 
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For students, field instruction is usually their first opportunity to "try out" their professional role and they 

attach great importance to feedback they receive. 

 

To be of maximum value, evaluation of student performance should be based on the following criteria:  

 

 Evaluation should be made in relation to the Performance Plan.  

 

 Evaluation should include an assessment of the student as a person, of those personal 

characteristics, which contribute to professional competence, such as initiative, creativity, 

sensitivity, etc.  

 

 Evaluation should be based on objective, observable data, and should be provided in a 

nonjudgmental manner. Sources of data might include:  

 

a. Direct observation of student in interaction with clients and colleagues.  

 

b. Critique of tapes, video or audio.  

 

c. Supervisory conferences.  

 

d. Feedback from colleagues.  

 

e. Review of written materials 

 

Following the second week of placement, student and supervisor should complete the Field Performance 

Plan. This document then becomes a tool to be utilized in the ongoing evaluation process. Student, 

supervisor and CSS Field Representative will meet to review appropriateness of plan and review 

completed agency orientation activities within the first two weeks of the students placement. Failure to 

meet for a performance plan meeting with in first four weeks of the students placement will result in the 

student being asked to discontinue their placement and meet with the CSS Field Representative to discuss 

appropriate alternatives. 

 

Mid-term Evaluations: For Field I, the student and field instructor are asked to complete the mid-term 

evaluation and submit a copy to the CSS Field Representative by the time agreed upon on the 1
st
 Site 

Visit Data form.   

 

In Field II, during the eighth week (or twelfth week for those doing a 24 week placement) of Field 

Instruction, the student, Field Instructor, and CSS Field Representative will meet for a midterm evaluation 

conference. This is an extremely important meeting because it affords an opportunity for early assessment 

and for providing the student with the data about areas of competence and areas where improvement is 

needed. It should also be viewed as an opportunity for the student to identify unmet needs, report 

observations and add new tasks to the performance plan.  

 

If a student's performance is evaluated by the field instructor as less than satisfactory at any point after 

mid-term/semester and prior to the end of the term/semester, the field instructor shall notify the CSS Field 

Representative immediately. 

 

Final Evaluations: A final evaluation conference is scheduled during the last two weeks of the placement 

for Field I and Field II. A joint decision is made about the format, time, place, people to be present, etc. 

 

The field instructor must also sign the evaluation prior to giving it to the CSS Field Representative for 

review and grading.  
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Feedback on Placement Agencies, Field Instructors, CSS Field Representative and the 

Field Program  

At the end of each placement, the student and field instructor are asked to complete an evaluation of the 

field experience.  Students give feedback on the placement agency, the field instructor, the CSS Field 

Representative and the Field Program. Field instructors give feedback on his/her experience with the 

Field Program. Evaluations are turned into the CSS Field Representative and used to review, improve or 

change CSS‟s field program. 

 

A self reflection of the field experience is also requested by the student for each field practicum. Details 

of this self evaluation can be found in the field syllabi. The student is required to submit this reflection by 

the last week of the term/semester that they are in their field practicum. 

 

Grading  

The CSS Field Representative, in consultation with the field instructor, is responsible for assigning the 

student's grade for the field instruction course.  

Grades for field instruction are based on:  

 

• a performance plan evaluation completed by the field instructor and student reflecting the 

student‟s attainment of field instruction learning objectives, including the student‟s 

demonstrated level of knowledge and skill in social work practice;  

 

• CSS Field Representative‟s assessment, from seminar participation, assignments submitted 

by the student, and  the student‟s progress and current level of social work practice 

knowledge and skill;  

 

• conferences between the CSS Field Representative, the field instructor and the student, 

which are to evaluate the student's current level of social work practice knowledge and skill, 

as well as the student's ability to engage in a discussion of his/her work and his/her 

professional development.  

 

 the successful completion of the student‟s individual contract including 

agency attendance and participation. 

 

Students will receive a grade of Pass / Fail for their placement experience. Students may receive a grade 

of IP (In-Progress) in situations where required hours are not completed within the semester/term 

schedule or if students demonstrate insufficient progress requiring more placement time. 

 

Withdrawal from Field Instruction  

Students may not withdraw from a field instruction course even before CSS‟s “withdrawal date” without 

prior consultation with, and approval from their CSS Field Representative and their adviser. Consultation 

must include the development of an alternate plan for completion of the course, which meets the 

requirements of the curriculum. The reasons for withdrawal and the plan for completion of the course 

must be discussed at the time of withdrawal and in writing to the CSS Field Representative and the 

Program Director of the Social Work Department.  

 

A student who has withdrawn from field (prior to CSS‟s Withdrawal date) for reasons related to 

documented poor performance will be replaced only one time. If he/she withdraws again for reasons 

related to documented poor performance in the second placement he/she will not be placed again until the 

school, provides an opportunity for the student, the student‟s adviser, the program director, and the CSS 

Field Representative to meet and review the students program and performance. The purpose of this 

meeting is to make recommendations. These recommendations may include (but are not limited to): 

rearrangement of student‟s program to complete field instruction at a later time; having the student seek 
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additional experiences outside of CSS to address identified areas of weakness; providing one additional 

field placement opportunity or referral to the Academic Appeal Committee. 

  

Student Performance Problems  

Field instruction courses are quite different from other CSS courses. While a field placement in a 

community agency is organized around educational objectives determined by the social work curriculum, 

it also involves professional responsibilities to clients, agencies and the community. As a result of the 

involvement of these many stakeholders, it is imperative that we recognize early and respond quickly to 

students‟ performance problems. When problems occur, it is crucial that the field instructor, student and 

CSS Field Representative attend to a number of issues: the right of clients to adequate professional 

service; the educational needs of the student (including access to corrective and supportive services, as 

appropriate); and, the “gatekeeping” function of the school and the social work professional community.  

 

Procedures for Removal of a Student from the Field Agency  

A request for the consideration of removal may be initiated by the field instructor, the agency executive, 

the CSS Field Representative, or the student. In all cases, a written statement, which documents the issues 

and/or concerns, is to be prepared by the person initiating the action.  

 

At the request of the agency, the field instructor or the CSS Field Representative, a student may be 

removed from the field placement agency for documented unprofessional conduct or for demonstrable 

lack of progress in attaining field instruction learning objectives.  

 

The following steps are to be taken:  

 

1. The student will be apprised, orally or in writing, of the specific nature of the concern(s) 

about her/his behavior, progress in learning, or performance.  

 

2. The person initiating the request will communicate her/his concern regarding the student to 

the others involved (e.g. field instructor, and CSS Field Representative, etc.). The CSS 

Field Representative will work with the field instructor to identify any unsafe behaviors 

that may have occurred, as outlined on the Social Work Competency Rubric, and 

complete a Faculty Feedback form in accordance with the areas of concern. The CSS 

Field Representative will notify the Program Director/Coordinator.  

 

3. In an effort to arrive at a resolution of the situation, a meeting will be held with, at a 

minimum, the student, the field instructor, and the CSS Field Representative. The 

student's adviser and the Director of Field will be informed and may be included. The 

purpose of this meeting would be to ascertain the facts and give all parties involved an 

opportunity to raise their concerns and explore possibilities for resolution of the problem. 

The possibilities include, but are not limited to:  

 

• continuation in the agency with a specific plan (including time limits) for correction in 

the areas identified as deficient.  

 

• removal from the agency, without grade penalty, and replacement in another agency to 

complete the course requirements.  

 

• removal from the agency, for documented cause, resulting in a Failing (F) grade.  

 

4. In the event the situation is not resolved as a result of this meeting, the matter will be 

referred to the Director of Field Instruction and or the Program Director.  

 

Steps 2 to 4 should be completed in a period not to exceed three weeks.  
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Serious obstacles to the student's learning in the agency may be addressed through a request for removal 

by the student. The following steps are to be taken:  

 

1. The student will discuss the situation with the field instructor;  

 

2. If the issue remains unresolved, the student will consult the CSS Field Representative to 

discuss the issues and the rationale for the request to be placed elsewhere. The Director of 

Field Instruction will be informed;  

 

3. If, after such a discussion, the matter is not resolved, the CSS Field Representative will 

convene a meeting of the student, the field instructor, the Director of Field and the 

student's adviser. The purpose of such a meeting would be to ascertain the facts, to give 

all parties involved an opportunity to voice their concerns, and to serve as a basis for 

decisions;  

 

4. The Director of Field, with the student and faculty liaison, will then proceed to make a 

decision in this matter. The possibilities include, but are not limited to:  

 

• continuation in the agency with a specific plan (including time limits) for correction 

in the areas identified as deficient;  

 

• removal from the agency, without grade penalty, and replacement in another agency 

to complete the course requirements;  

 

• removal from the agency, for documented cause, resulting in a Failing (F) grade.  

 

Steps 2 to 4 should be completed in a period not to exceed four weeks.  

 

If, as a result of these procedures, a student is removed from the field agency for documented 

unprofessional conduct or demonstrable failure to progress in attaining field instruction objectives, a 

grade of Fail (F) will be assigned for the course.  

 

If a student is removed from an agency and then reassigned during the same term/semester, that student 

must make up the time missed from field in order to complete successfully. The method of making up the 

time should be agreed to by both the field agency and CSS Field Representative. 

  

Exemptions from Field 

There are no exemptions from field based on prior experience. The Accreditation Standards of the 

Council on Social Work Education specifically state that academic credit for life experience and previous 

work experience shall not be given, in whole or in part, in lieu of the field practicum or of the courses in 

the professional foundation areas. 

 

Student Employment and Field 

Rarely is a student allowed to do their field practicum at an agency in which they are employed. It 

requires the approval of the Field Director/Coordinator. Students‟ assignments and field education 

supervision are different than those associated with the student‟s employment. Factors to be considered 

include; how long the student has worked for the agency, the job description for the paid position, job 

description for the practicum, agency supervision patterns, collaboration with agency staff/supervisors 

and additional contract considerations.  
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Sexual Harassment 

Students should refer to the CSS Student Handbook regarding harassment and workplace violence 

policies. 

 

Insurance Coverage Policies 

 Some students may be responsible for providing a car for use in field and may need to carry 

additional liability auto insurance. Some agencies require that students carry malpractice 

insurance coverage. For information regarding liability insurance for students, please contact the 

CSS Field Representative. Students may have some insurance coverage provided by the field 

agency. However, this varies from agency to agency. Interested students should discuss this with 

their field instructor. Students are strongly encouraged to carry health insurance. 

 

 All students enrolled in social work field placements are required to obtain professional liability 

insurance. This may be in addition to agency or college sponsored coverage.  

 

o N.A.S.W. member coverage is available to all students for an annual premium. This 

coverage is billed as a „lab fee‟ through course enrollment. Students may choose to waive 

N.A.S.W. coverage in lieu of obtaining other professional liability coverage. Students 

who elect other coverage must provide documentation of liability insurance prior to 

beginning their placement.  

 

Transportation in the Field 

The College of St. Scholastica Social Work Department has established the following guidelines 

in order for a student to be allowed to transport clientele during a social work related internship. 

 

1. The transportation of a client must be related to agency function. Please attach a current 

job description of the internship position. In this job description, please make sure to list 

the type of transportation needed and purpose.  

 

2. The agency must provide proof of insurance verification of agency coverage of the 

student as a non-employee.  

 

3. The student will provide a photo copy of their current driver‟s license to verify that they 

currently hold the class requirement needed for the type of transportation being 

requested. 

 

4. The agency must provide an agency vehicle for all transportation required. Due to 

liability reasons, a student is not able to provide any transportation in their privately 

owned vehicle. 

 

The Agency Contract for Transportation of Clientele must be agreed upon and signed by the 

student, Agency Representative, and CSS Field Representative before a student can provide 

transportation in the field. Failure to due so could result in immediate removal of a student from 

their field placement. 

Background Checks 

Background checks are uniformly provided to all students in field placement via The College of St. 

Scholastica Social Work Program prior to placement. All students will complete the Minnesota 

background check and may be required to complete other state background checks based on their original 

state of residence. 
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Student Safety in Field 

Students and agencies must together consider creating a safe environment. These issues need to be 

addressed in the agency orientation as well as in supervision. It is important to discuss guidelines for 

prevention and for taking risks, as well as crisis/safety plans. 

 

ALL STUDENTS WHO ARE REQUIRED TO PARTICIPATE IN CLIENT HOME VISITS MUST BE 

PROVIDED WITH A CELL PHONE FOR EMERGENCY USE PURPOSES. 

 
Material adapted, with permission, from the Virginia Commonwealth University School of Social Work. 2009 


