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Part I 

 
INTRODUCTION TO THE COLLEGE OF ST. SCHOLASTICA 

SOCIAL WORK PROGRAM 
 

 
 

“LISTEN ....WITH THE EAR OF YOUR HEART" 
(taken from St. Benedict's Rule) 

 
 

INTRODUCTION 
 

Social Work Field Instruction, a vital component of undergraduate professional education, affords students 
the opportunity to work in a variety of social service agency settings, applying social work knowledge and skill 
learned in the classroom. Under the supervision of experienced practitioners, students assume responsibilities of a 
competent, beginning level social worker in providing services to clients.  The intent of field education is to connect 
the theoretical and conceptual contribution of the classroom with the practical world of the practice setting. Both the 
classroom and field experience contribute to the development of the competencies of professional practice. 

In this endeavor, the College and the agency become partners in planning and carrying out an educational 
experience that will enhance the student's professional development and provide an opportunity to demonstrate 
achievement of professional standards through evidence-informed practice. The College provides overall structure 
and supervision, and the agency commits considerable time, personnel and other resources to the ongoing planning, 
monitoring and supervision of student activities. Clearly, it is only with this continued active partnership between the 
social service community, the College, and the student that we are able to accomplish the goal of preparing students 
for generalist professional practice. 

Field Instruction, if it is to be deemed valuable by students, agencies and the College, must be carefully 
planned and structured according to purposes and commitments, which are clearly understood by all participants. 

The materials in this manual outline the responsibilities of these participants: the College, the student and the 
Field Instruction agency. The intent of the manual is to clarify the objectives of The College of St. Scholastica's 
Social Work Program and to specify policies and procedures, which will constitute the commitment of all 
participants. 
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THE COLLEGE OF ST. SCHOLASTICA MISSION STATEMENT 
The College of St. Scholastica is an independent, coeducational, comprehensive college with programs in the 

liberal arts and sciences and professional career fields. Founded in the Catholic intellectual tradition and shaped by 
the Benedictine heritage, the College stresses intellectual and moral preparation for responsible living and meaningful 
work. 

The curriculum serves the Mission of the College by providing undergraduate and graduate education that is 
grounded in the liberal arts and sciences. The entire College is committed to an educational process requiring students 
meet rigorous academic standards, to broaden the scope of their knowledge, and to be accountable to both self and 
society.  

The College has a special commitment to bring its Mission to the people in the region through programs and 
services.  

VALUES FROM THE BENNIDICTINE HERITAGE 
COMMUNITY ● HOSPITALITY ● LOVE OF LEARNING ● STEWARDSHIP ● RESPECT 

 Honoring and supporting the spirituality of each person. The College of St. Scholastica is rooted in a 
Benedictine heritage.  

For more than fifteen hundred years, Benedictines have cherished and promoted the uniqueness of the 
individual, the dignity of human labor, the worth of all human life, the beautiful and fitting in divine worship, the love 
of learning and of culture, stewardship in God's world, moderation in all aspects of life, hospitality for all, sharing of 
material goods, and the pursuit of peace.  
 St. Scholastica, together with Benedictine educational institutions throughout the world, claims this same 
heritage. This Benedictine heritage fosters an ideal setting for the preparation of students committed to academic and 
professional training in social work.  

THE COLLEGE OF ST. SCHOLASTICA  
SOCIAL WORK PROGRAM MISSION STATEMENT 

It is the mission of The College of St. Scholastica Social Work Program to prepare social work practitioners 
who demonstrate entry-level competence, practice ethical behavior, promote social justice and serve diverse 
communities in the Benedictine tradition, which includes the values of community, hospitality, stewardship, and love 
of learning. 

COUNCIL OF SOCIAL WORK EDUCATION  
CORE COMPETENCY REQUIREMENTS 

The College of St. Scholastica (CSS) Social Work Program is accredited by The Council on Social Work 
Education (CSWE). CSWE is recognized by the Commission for Higher Education Accreditation as the sole 
accrediting body for social work education in the United States. All accredited programs must comply with CSWE 
established policies and program standards.  Licensure as a social worker in the State of Minnesota requires 
graduation from a CSWE accredited program. 

CSWE accreditation standards require that the BSW curriculum prepare its graduates for generalist practice 
through mastery of a set of ten core competencies. These core competencies are measurable practice behaviors that 
are comprised of knowledge, values, and skills.  

1. Identify as a professional social worker and conduct oneself accordingly. 
2. Apply social work ethical principles to guide professional practice. 
3. Apply critical thinking to inform and communicate professional judgments. 
4. Engage diversity and difference in practice. 
5. Advance human rights and social and economic justice. 
6. Engage in research-informed practice and practice-informed research. 
7. Apply knowledge of human behavior and the social environment. 
8. Engage in policy practice to advance social and economic well-being and to deliver effective social work 

services. 
9. Respond to contexts that shape practice. 
10. Engage, assess, intervene, and evaluate with individuals, families, groups, organizations, and communities. 



6 
 

 

SOCIAL WORK PROGRAM FACULTY 

DULUTH CAMPUS FACULTY 
 
Lee Gustafson, MSW PhD, LISW, Associate Professor, Department 
   Chair 

218-723-7048 lgustaf3@css.edu 

Michelle Robertson, MSW, LGSW, Field Director, Assistant    
   Professor 

218-723-7018 mroberts@css.edu 

Dorothy Graff, MSW PhD, LICSW, Assistant Professor 218-723-7036 dgraff@css.edu 
Bob Aebli, MSW, LICSW, Assistant Professor 218-723-6054 raebli@css.edu 
Heidi Blunt, Administrative Assistant 218-723-5981 hblunt@css.edu 
If faculty must be located immediately, please contact Heidi Blunt, Administrative Assistant. 

EXTENDED STUDIES FACULTY 
FDLTCC CAMPUS 
Cynthia Donner, MSW, LGSW, Program Coordinator/FDLTCC 218-260-1192 cdonner@css.edu 
 
ST. PAUL CAMPUS 
Marcia Runnberg, MSW, ACSW, LICSW, Assistant Professor, 
Program Coordinator 

651-403-8636 mrunnber@css.edu 

Richard Coleman, MSW, LGSW, Instructor, Field Coordinator 651-403-8631 rcoleman@css.edu 

The Social Work program in the Twin Cities is offered on the campus of Inver Hills Community College.  
 
BRAINERD CAMPUS 
Tracy Jeremiason, MSW, LICSW, Program Coordinator/ 
Instructor 

218-855-8006 tjeremia@css.edu 

Pam Fore, MSW, LICSW, Adjunct Field Instructor 218-855-8006 pfore@css.edu 
Kimberly Scearcy, MSW, LICSW, Adjunct Field Instructor 218-855-8006 kscearcy@css.edu 
If faculty must be located immediately, please contact Sandy Davis, Administrative Specialist, 218-855-8006 or 
sdavis2@css.edu 
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PART II 

 
 

 
 

 
 

FIELD INSTRUCTOR CRITERIA, POLICIES AND PROCEDURES 
 

 
 
 

 
 

 
FIELD INSTRUCTION 

Objectives 

 
The student who has successfully completed Field Practicum will have met the following goals: 
 
1. Support and uphold professional social work standards, values, and ethics. 
2. Demonstrate effective social work practice within a pluralistic society including sensitivity to race, color, 

gender, age, creed, ethnic or national origin, handicap, or political or sexual orientation. 
3. Apply knowledge, values, and skills from foundation areas (human behavior in the social environment, social 

policy, social research, social work practice with individuals, families, groups, and communities, and field 
practicum) as appropriate for the competent generalist social worker trained at the baccalaureate level through 
evidence-informed practice. 

4. Demonstrate the ability to work as a part of a team of professionals within a social work system within the 
community. 

5. Utilize agency supervision and seminar participation to develop and demonstrate competency as a social 
worker by becoming professionally reflective, self-evaluating and knowledgeable. 

6.      Demonstrate the core competencies through evidence-informed practice. 
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DESCRIPTION OF FIELD I PLACEMENT 
 

SWK 3555 - Field I Placement 
 
When:  Students enroll in this course during their junior year of undergraduate study 
 
 
Description: 
 
Students are expected to participate in a professionally supervised agency placement for a minimum of 120 hours in one 

primary agency setting.   
 Placement hours are contracted between the student, agency and college.  It is the responsibility of the student and the 

agency to establish the field schedule to meet the required contracted hours. 
 Students enroll in and successfully complete SWK 3339- Preparation for Field I Practicum, and interview at a 

minimum of two agencies as part of the placement process, OR students may use their current employment setting, 
see the Social Work Program Field Instruction Manual for more criteria.  

 
Academic: 
  
 Students are enrolled in “practice” focused course work in conjunction with the agency placement, including a bi-

weekly field seminar.  Learning outcomes include beginning stages of practice, theories and skills of the generalist 
intervention model of social work, including assessment, service planning, implementation, evaluation, and ethical 
considerations.  

 Students formalize a comprehensive performance plan including evaluation criteria within 2 weeks of placement. 
 Students participate in a seminar with an emphasis on professional development, inter and intra personal 

communication skills and service evaluation.   
 Student assignments will include opportunities to develop skills in client system analysis, professional documentation 

and presentation, community resource development, and professional values and ethic considerations. 
 Field instructor orientation, field manual, and description of student assignments will be provided. 
 
Supervision:  
 
 Students are expected to participate in an agency orientation and a minimum of 30 minutes of supervision weekly.  

Based on the skill level of the student and needs of the agency, methods of supervision will be contracted between the 
student, agency and field coordinator or liaison.  Supervision may include individual, group, and shadowing 
experiences.  

 The agency, in collaboration with CSS Field Representative, will designate this (supervisory) person known as a 
“field instructor”.  

 The student, CSS Field Representative, and the agency field instructor will complete a brief student evaluation of 
performance at midterm and end of placement. 

 Students are expected at minimum to participate in direct client shadowing experiences, which offer opportunities for 
moderate levels of independent decision making and client/community intervention. 

 
 

For more information about our field program please contact Michelle Robertson for the Duluth campus at 218-723-7018 
or mroberts@css.edu in the Twin Cities metro area contact Richard Coleman at 651-403-8631 or rcoleman@css.edu 
or the Brainerd area contact Tracy Jeremiason at 218-855-8006 or tjeremia@css.edu and for FDLTCC contact Cindy 
Donner 218-260-1192 or cdonner@css.edu 
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DESCRIPTION OF FIELD II PLACEMENT 
 

SWK 4555 - Field II Placement 
 
When:  Students enroll in this course during their senior year of undergraduate study 
 
 
Description:  
 
 Students are expected to participate in a professionally supervised agency placement for a minimum of 450 hours in a 

field experience; including preparation for field, seminar and in an agency setting.   
 In general students may not use an existing employment position for this experience. 
 Placement hours are contracted between the student, agency and college.  It is the responsibility of the student and the 

agency to establish the field schedule to meet the required contracted hours. 
 Students enroll in SWK 4449- Preparation for Field II Practicum, and interview at a minimum of two agencies as part 

of the placement process.  
 Students may be enrolled in a capstone “professional project” course in conjunction with the agency placement, 

including a bi-weekly field seminar.   
 Students have completed all social work foundation coursework and are expected to demonstrate the foundation 

competencies, which are equivalent to a first year M.S.W.  
 
Academic:  
 
 Students entering placement have successfully completed a minimum of 120 hours of professionally supervised 

practice in a junior level placement. 
 Students formalize a comprehensive performance plan including evaluation criteria within 2 weeks of placement. 
 Students participate in a bi-weekly seminar with emphasis on 10 professional competency areas.   
 Student seminar assignments include opportunities to demonstrate mastery in professional documentation, generalist 

practice, policy, research, organizational behavior, supervision, values and ethics, social justice and diversity.  
 Field instructor orientation, field manual, and description of student assignments will be provided. 
 
Supervision:  
 
 Students are expected to participate in an agency orientation and in any other pertinent training, generally within the 

first two weeks of placement. 
 The Field II placement requires students to participate in a minimum of 60 minutes of weekly supervision from an 

agency representative who holds a social work degree from an accredited program by the Council on Social Work 
Education. Based on the skill level of the student and needs of the agency, methods of supervision will be contracted 
between the student, agency and CSS Field Representative.  Supervision should include individual, group and macro 
practice experiences.  

 The agency, in collaboration with the CSS Field Representative, will designate this (supervisory) person known as a 
“field instructor” who meets the CSS criteria for field instruction.   

 The student, CSS Field Representative, and the agency field instructor will complete a comprehensive student 
evaluation of performance at midterm and end of placement. 

 Students are expected to participate in client/community services, which offer opportunities to demonstrate foundation 
competencies.  

 
 

For more information about our field program please contact Michelle Robertson for the Duluth campus at 218-723-7018 
or mroberts@css.edu in the Twin Cities metro area contact Richard Coleman at 651-403-8631 or rcoleman@css.edu or 
the Brainerd area contact Tracy Jeremiason at 218-855-8006 or tjeremia@css.edu and for FDLTCC contact Cindy Donner 
218-260-1192 or cdonner@css.edu  
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CRITERIA FOR SELECTION OF FIELD INSTRUCTION SITES 
 

Selection of Field Instruction Sites is based on the following criteria: 
 

1. The agency should entail a programmatic commitment to service compatible with the values and ethics of 
the social work profession. 

Mission, program goals, services and activities of the agency are congruent with core values and ethical 
principles of the social work profession: service, social justice, dignity and worth of the person, importance of 
human relationships, integrity, and competence. (Competency #1 and pages 5-6 ; NASW Code of Ethics) 

 
2. The agency is involved in social work delivery of services as its primary function, or such services can be 

recognized as an important auxiliary service. 
The agency develops and implements programs that advance human and civil rights, social and economic 

justice through practice methods that address any of the following: freedom, safety, privacy, adequate standards 
of living, health care, or education.  (Competency #5) 

The agency/organization engages diversity and difference in practice evidenced by diverse staff and client 
populations and by actively addressing oppression, poverty, marginalization, alienation, privilege, power, and 
acclaim.  (Competency  #4) 

 
3. There will be sufficient learning opportunities with the agency for direct application of entry level social 

work competencies with individual, families, groups, organizations and communities. 
Students will be given opportunities to gain practice experience with individuals, groups, families, and 

communities.  (Student Eval of Placement Agency and Experience #1-4) 
 
4. The availability of qualified field instructors in an agency is essential. 

At least one MSW is available to serve as Field Instructor. 
 

5. The agency has an understanding of and respect for undergraduate social work education and acceptance 
of the stated mission, educational objectives, and learning outcome of the social work program. 

The agency will designate one or more Field Instructors each academic year, who will attend CSS Field 
Instructor Orientation and Training, and will adhere to the “Criteria for Field Instructors” organized by the 
College of St. Scholastica Social Work Dept. 

 
6. The agency must operate within acceptable professional social work standards and ethics. 

The agency adheres to social work standards and ethics, and/or other laws related to organizational and 
service operations. (Competency #2) 

 
7. The agency or setting should make available to students necessary space and office equipment to function 

as members of the staff. 
There is physical space and available resources for students to work (i.e., phone, desk, supplies), 

conducive to student field work and interaction with other staff.  (Student Eval of Placement Agency and 
Experience, #1-5) 

 
8. There will be opportunity for students to interact with agency staff members and have access to agency 

functions such as staff meetings. 
Agency staff is prepared and willing to receive, accept, and interact with students in order to facilitate 

learning, practice skills development and evaluation.  (Student Eval of Placement Agency and Experience #1-5) 
 
9. Students will have opportunity within the agency to practice as generalist social workers in applying the 

generalist method, including intake, assessment, data collection, intervention, termination, evaluation and 
follow-up.   

The organization is committed to providing staff, resources, and practice activities for students to learn, 
develop and apply generalist social work skills associated with methods of engagement, assessment, intervention, 
follow-up, research and evaluation at micro, mezzo, and macro levels.  (Competency’s 3, 6, 7, 8, 9, 10) 
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CRITERIA FOR FIELD INSTRUCTORS 
 

 
1. Agency Field Instructors have a BSW or an MSW from a CSWE accredited social work program and at least two 

years post-degree practice experience. 
 

2. The Field Instructor understands and supports The College of St. Scholastica Social Work Program’s Mission, 
Definition of Generalist Social Work Practice, Goals, Program Objectives, and competencies, as well as the 
values, ethical principles, and ethical standards of the NASW Code of Ethics. 
 

3. The Field Instructor must have sufficient time to meet the educational needs of the student; this includes a 
minimum of 30 minutes per week in Field I and one hour per week in Field II of formal supervision with the 
student. The Field Instructor will prepare for and participate in weekly supervisory conferences with the student to 
review and discuss the student’s performance in the agency; the student’s progress in accomplishing the Field 
Practicum learning objectives/indicators; and the student’s strengths and challenges. 
 

4. The Field Instructor must have the time and be willing to participate in structured field liaison visits with students 
and the CSS Field Representative.  At least two field visits are required between the CSS Field Representative, 
the Field Instructor, and the student during the course of the student’s field placement.  These field visits are held 
at the agency and are used to assess the student’s performance in meeting learning goals. 
 

5. The Field Instructor is required to complete and discuss with the student a mid-term and final evaluation and 
complete an evaluation of the field practicum. 
 

6. The student’s field performance must be evaluated in respect to the Generalist Social Work Practice Skills, the 
Field Practicum program objectives, corresponding Social Work Program educational objectives and the Social 
Work Program Competencies.  A student should not be evaluated solely on the delivery of the agency’s services. 
 

7. Occasionally, an agency has the quantity and quality of experiences available to meet the educational needs of 
students, but does not have a qualified Field Instructor on its staff.   If the agency’s services are unique and not 
available elsewhere, a faculty member may be assigned to act as supervisor to fulfill field instruction. 
 

8. Field Instructors are expected to participate in at least one Field Instructor training workshop each year.  In 
Duluth, the CSS Field Program provides some training in conjunction with the Arrowhead Field Consortium. 
 

9. The Field Instructor will complete a Field Instructor Data Sheet and provide a current resume.  The CSS Field 
Director/Coordinator will review and approve instructors to insure their qualifications are appropriate for 
generalist social work practice integration. 
 

10. The Field Instructor has an ability to distinguish internship learning and evaluation from staff performance 
expectations and incorporate these differences in the evaluation process of the student. 
 

11. The Field Instructor possess a desire and ability to create a learning environment that recognizes student 
differences and provides for the student a professional educational setting that enhances individual strengths and 
challenges development of new skills. The Field Instructor possess a desire to participate in a college/agency 
collaborative effort to offer a sound educational experience for the student by providing feedback and input into 
new practice directions and trends. 
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RESPONSIBILITIES FOR THE STUDENT, AGENCY, AND COLLEGE 
 

Field Instruction is viewed as the culmination of a carefully planned educational program, which has as its purpose the 
development of professional knowledge, skills and ethics. For our students, Field Instruction is generally considered to be 
the opportunity to demonstrate the foundation social work competencies. 

 
The success of Field Instruction requires a commitment to the general objectives of the CSS Social Work Program, the 
objectives specified in this manual, and the acceptance of mutually agreed upon responsibilities and expectations among 
student, CSS social work program, and agency supervisor. 
 
This section is intended to outline the responsibilities and expectations of the student, CSS Social Work Program, and the 
Agency, and should serve as a guideline for further discussion and clarification for specific placements. 

STUDENT RESPONSIBILITIES 
 
The student is responsible for: 
 

1. Attending pertinent seminar time in preparation for the Field Practicum experience. 
2. Interviewing at designated potential field sites. 
3. The student is responsible for completing all designated field placement documentation (see Prep for Field I and 

Field II syllabi as well as Field I and Field II Practicum syllabi for specific documents). 
4. Adhering to all provisions of the negotiated placement contract. 
5. Regular attendance and active participation in field and the field seminar. Unexcused absences are not acceptable 

and will result in a failing grade. 
6. Participate in a structured agency orientation plan, generally, during the first two weeks of placement. 
7. Completing the Field Placement Performance Plan within the first two weeks of field instruction. 
8. Sharing information and accepting guidance from the agency supervisor. 
9. Adhering to the NASW Code of Ethics. 
10.  Scheduling and participating in a midterm and final evaluation with the Agency Field Instructor and CSS Field 

Representative. 

AGENCY RESPONSIBILITIES 
 
The central purpose of Field Instruction is to provide students opportunity for learning professional knowledge, values, 
skills and ethics. With the educational needs of the student in mind, the following are seen as agency responsibilities: The 
Agency is responsible for: 
 

1. Interviewing and accepting a student for field placement.  
2. Designating one qualified supervisor who will provide the student with the necessary support, information, and 

direction. 
3. Supporting the field agency instructor in completing the field orientation training at CSS. 
4. Providing adequate orientation to agency policies and procedures to the student. 
5. Furnishing supplies and facilities necessary for the student to carry out assigned responsibilities. 
6. Assigning tasks that require the student to assume an active, participating role, rather than the more passive role 

of an observer. 
7. Providing time for weekly scheduled field supervisory conferences throughout the placement, including student 

orientation, and at midterm and at the end of the placement, completing student evaluations. 
8. Providing the learning context to support the student to formulate and complete a Field Placement Learning Plan. 

CSS FACULTY RESPONSIBILITIES 
 
The organization of learning experiences for the student is the prime function of the CSS Field Representative. 
 
Responsibilities of the CSS Field Representative, which enable to fulfill this function, include: 
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1. Selection of field instruction sites. 
2. Teaching and coordinating field placements SWK 3339 – Preparation for Field I, SWK 3555 - Field I Practicum, 

SWK 4449 – Preparation for Field II and SWK 4555 – Field II Placement, in student preparation for placement an 
ongoing practicum activities. 

3. Orientation of the Agency Field Instructor to the CSS Social Work Program mission, goals, and foundation 
competencies. 

4. Facilitating the contracting process between agency and student. 
5. Meeting with the student and agency field instructor during the period of placement as needed. 
6. Facilitating the evaluation process. 
7. Planning and conducting the Field Practicum Seminar. 
8. Serving as a resource person to the student and the agency. 
9. Helping to integrate course material with the student's work in field placement. 
10. Providing a final grade for the student. 
11. Evaluating the student’s knowledge, skills and values as expressed in the foundation competencies.  

 

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 student’s 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.  
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  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.  

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. 

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.  
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 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 student’s placement. Failure to meet for a performance plan meeting with in first four weeks of the 
student’s 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 1st 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.  

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:  
 
 The 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. 
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 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 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. A Field 
Incident Report form is available to document student performance problems. Please contact a CSS Field Representative 
for a copy. 

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.  
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• 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 Education and or the Program Director.  

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

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 



18 
 

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 covered by college sponsored coverage.  

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. 

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 
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STUDENTS REQUESTING USE OF EMPLOYMENT FOR PRACTICUM SITE 
 
The College of St. Scholastica Social Work Department may approve student employment settings for Field I practicum 
sites when all required standards and procedures have been met.  Students who are considering this option are encouraged 
to discuss advantages and disadvantages of their choice with the field coordinator and agency supervisor.  

 
1. All requests for use of employment for Field I placement must be approved by the Director/Coordinator of the 

Social Work Field Education Program. 
2. Requests must be submitted during the first week of SWK 3339- Preparation for Field I Practicum. (refer to 

syllabus for dates). 
3. Requests may not be reviewed for consideration until all materials have been submitted to the field coordinator. 

(refer to syllabus for final submission deadline) 
 

      Materials include: 
 One copy of current transcript 
 Student Application for Field Placement 
 Field Placement at Employment Agency Accommodation (addendum to Field Application) 

 Current job description 
 

4. Students must successfully complete SWK 3339, and all assignments required, for final placement site approval. 
 

Guidelines for Employer/Student Placement Approval 
1. Students should contact their agency supervisor as soon as possible to discuss the approval of agency site 

placement.  The agency supervisor might have suggestions for including other agency personnel in this meeting.  
Often in such arrangements, students may have a “second” supervisor for their placement specific responsibilities. 

2. In order to accommodate the approval process, students should review the Description of Field I Placement with 
agency representative.  Specific questions may be address to the Social Work Field Director/Coordinator. 

      3.   All agency/employment placements must have one primary contact person designated as Field Instructor.    
            This person will be responsible for signing off on required documentation in the pre-placement and  
            practicum experience. 

 
For more information about our field program please contact Michelle Robertson for the Duluth campus at 218-723-7018 or 
mroberts@css.edu in the Twin Cities metro area contact Richard Coleman at 651-403-8631 or rcoleman@css.edu or the Brainerd 
area contact Tracy Jeremiason at 218-855-8004 or tjeremia@css.edu and for FDLTCC contact Cindy Donner 218-260-1192 or 
cdonner@css.edu  
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TOOLS AND RESOURCES FOR AGENCY FIELD INSTRUCTORS 
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SUPERVISION AT A GLANCE 
 

-The central focus of supervision is the quality of practice 
offered by the supervisee to clients. 

 
Kadushin’s model of supervision 
 
Administrative – the promotion and maintenance of good standards of work, co-ordination of practice with policies of 
administration, the assurance of an efficient and smooth-running office; 
 
Educational – the educational development of each individual worker on the staff in a manner calculated to evoke her 
fully to realize her possibilities of usefulness; and 
 
Supportive – the maintenance of harmonious working relationships, the cultivation of espirt de corps. 
 
Supervision performed as a Field Instructor should look differently than as a supervision of an employee.  Practicum 
supervision is in the teacher-learner relationship, in which the learner grows and develops personally and 
professionally.  Employment supervision emphasizes the supervision of the employee in the implementation of their 
duties for which he or she has been hired by the organization.  Often the employee learns and grows and the 
supervisor becomes the mentor, but the primary mission is the delivery of social services by the employee 
(Birkenmaier, Berg-Weger 2007). 
 
Putting the functions together 
 
The primary foci of supervision: 
1. To provide a regular space for the supervisee to reflect upon the content 
and process of their work 

Educational 

2. To develop understanding and skills within the work Educational 

3. To receive information and another perspective concerning one’s work Education/Supportive     
4. To receive both content and process feedback Educational/Supportive 

5. To be validated and supported both as a person and as a worker Supportive   

6. To ensure that as a person and as a worker one is not left to carry 
unnecessarily difficulties, problems and projections alone  

Supportive 

7. To have space to explore and express personal    distress, restimulation, 
transference or counter-transference that may be brought up by the work 

Administrative 

8. To plan and utilize their personal and professional resources better Administrative  

9. To be pro-active rather  than re-active Administrative 

10. To ensure quality of work Administrative/Supportive 

      
 
Birkenmaier, J., Berg-Weger, M., (2007), The Practicum Companion For Social Work; Integrating Class and Field 
Work (2nd ed.), BostonPearson, Allyn and Bacon. 
Smith, M. K. (1996, 2005) ‘The functions of supervision’, the encyclopedia of informal education, Last update: 
December 28, 2007 
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A SUGGESTED FORMAT FOR SUPERVISION SESSIONS 
 

The following is an example of one format for an individual supervision session.  This format needs to be adapted 
to both the needs of the setting and persons involved in the supervision session: 
 
 
Preparation: 
 
- Ensure that sessions are set in advance and occur at regular intervals (eg. Weekly, fortnightly etc.) 
 
- Where possible avoid late afternoon sessions particularly Friday’s 
 
- During this time you might read over notes from the last session and consider what this session may focus 

on. 
 
- Notify reception that you do not want any interruptions and place a PLEASE DO NOT DISTURB sign on 

your door, so that when you close your door once the student arrives, you have reduced the likelihood of 
any interruptions. 

 
 

THE SESSION 
 

 Phase Opening Question 
1. Establish the Supervisee’s Comfort How are you? 
2. Clarify purpose/agenda What would you like to discuss? 
3. Decide on a starting point What shall we start with? 
4. Explore issues How did you…? 
5. Imagine alternatives What if you…? 
6. Focusing the supervisee What now for you? 
7. Supervisory suggestions Perhaps you could? 
8. Planning You will…? 
9. Summarizing Did we…? 
10. Set next session When can we meet next? 

 

Phase one highlights the importance of checking out how the student is prior to embarking on establishing the 
agenda and purpose of the session. Sometimes the best thing a supervisor can do is listen to a students concerns 
and this can take up most of the session. However you may want to check this out with the student shortly after 
their initial response to the How are you? (Morrison, 1993). 
 
Clarifying the purpose of the session and setting the agenda this generally follow the student wishes. The main 
exception to this is when safety and ethical issues arise, and when there matters arise they should take priority. 
 
Phases four to eight help the student move from their experience through to a new thought process through a 
reflective conversation with the supervisor. 
 
Phase Nine checks out whether what you discussed was what the student wanted to discuss. 
 

Phase Ten closes the session. 
 
 
 
 
 

 



23 
 

 
DEVELOPMENT STAGES OF PRACTICUM 

 
 

Stage Associated Concerns Response Strategies 
1. Anticipation  Anxieties 

 Feelings of vulnerability and 
self conscious 

 “What if…?” 

 Realistic, clear, specific goals 
 Clarify and assess 

expectations 
 Make and informed 

commitment – Learning Plan 
 Orientation 

2. Disillusionment  Unexpected emotions 
Frustration 
Anger 
Confusion 
Panic 

 Adequacy of skills 
 Breadth of demands 
 Relationship with clients 
 Operation values of organization 
 Disappointment with 

Supervisors/co-workers 
 “This not what I thought it 

would be.” 

 Acknowledge gap between 
expectations and reality 

 Normalize feelings and 
behaviors 

 Acknowledge and clarify 
feelings 

 Encourage student to confront 
fears 

 Refer to Learning Plan for 
guidance 

 Apply classroom assignments 
to placement 

3. Competency & Mastery  High accomplishment 
 Investment in work 
 Quality supervision 
 Ethical issues 
 Worthwhile tasks 
 Home/Self/Career issues 

 Share concerns openly 
 Develop coping strategies 
 Use of self 
 Application of theory to 

practice 

4. Closer & Termination  “The elephant in the corner” 
 Termination with clients 
 Case management 
 Redefine relationships with  

     Supervisor 
     Coworkers 
     Faculty 
     Peers 

 Identify feelings – Parallel 
Process 

 Recognize unfinished 
business 

 Meet with Supervisor 
 Closure process for clients 

and agency 

 
 

Cochrane, Susan F. & Hanley, Maria Martin (1999). Learning through field: A development approach. Boston, MN: 
Allyn & Bacon. 
 
Sweitzer, F.H., King, M.A., (2004) The Successful Internship: Transformation and Empowerment in Experiential 
Learning (2nd e.d.). Boston: Thompson Brooks/Cole. 
 

 
 

 

 



24 
 

 

HELPING THE STUDENT GET A GOOD START 
Checklist for Field Instructor 

 
Ideas you may want to use to help your student get a good start: 
  Develop written orientation schedule. 
  Circulate memo to staff introducing student students. 
  Introduce student to clerical and receptionist staff. 
  Arrange to key supervisory staff or administrators to meet with students. 
  Tour the agency. 
  If needed, provide map of agency, city, county, or catchment area. 
  Meet the staff. 
  Establish a physical work pace for each student. 
  Provide instructions for completing agency statistical reports and sample forms,  
  outlines for use in recording, dictating equipment.  
  Specify to the student the agency expectations on rules of behavior and  
  appropriate dress.  
  Provide student with current job description detailing the functions of the student  
  and the responsibilities of the agency. 
  Make a checklist of tasks to be completed during orientation. 
  Focus on exact role of social work student at your agency. 
  Provide student with information on history of agency, organizational structure,  
  funding sources, policies, programs, etc. 
  Provide organizational charts. 
  Provide agency procedural and personnel manuals. 
  Arrange for student to observe clients in each step of the helping process  
  (from intake to termination), seeing what each staff person does and how each  
  relates to the other. 
  Arrange for student to spend item in the field visiting key agencies and people the 
  student will be working with. 
  Develop bibliography of suggested reading. 
  Develop list of abbreviations, symbols, and technical terminology peculiar to the  
  setting; agency rules and regulations; list of agency holidays. 
  Arrange for the student to directly observe you in your work with clients and  
  other social workers. 
  Set specific learning goals. 
  Discuss the human element of social work practice.  
  Help student to begin to focus on self to increase his/her self-awareness.  
  Help student to identify problems and fears about fulfilling his/her and your  
  expectations. 
  Review with student his/her classroom curriculum and how that knowledge can be 
  applied to social work in your agency. 
  Schedule specific supervision session to evaluate training orientation. 

 
 
Adapted from “Designing an Effective Orientation Session” SYNERGIST, “Job Descriptions, Matching Volunteer Skills with 
Agency Needs,” SYNERGIST, and An Instructor’s Study Guide for Student Perception of Off-Campus Learning. FIELD 
INSTRUCTION, Susanna J. Wilson, The Free Press, 1981. 
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Elements of Professional Behavior 
 

Professional Behavior Nonprofessional Behavior 
 

 Decisions and actions are based primarily on a 
body of knowledge learned through a process of 
formal education and training.  

 Principles of good practice are followed, regardless 
of other pressures. 

 Objectivity is employed and decisions are based on 
the facts of the situation.  

 The profession’s values, principles, and Code of 
Ethics are used to identify and resolve ethical 
issues.  

 Knowledge and skills are continually developed so 
that services to clients can be improved.  

 The relationship with the client is purposeful, goal 
oriented, and time limited.  

 The well-being and needs of the client are primary 
concern; worker’s persona needs are not expected 
to be met within work-related relationships.  

 Review of performance by peers is expected and 
invited.  

 Self-discipline in decision making and action is 
exercised; when with an angry or frustrated client, 
emotional reactions are under control; personal 
emotions are expressed in a helpful and purposeful 
manner.  

 The client’s expressions of negative emotion are 
not taken personally; worker seeks to understand 
the reasons behind the client’s frustration and 
anger.   

 Accurate and complete records of decisions and 
actions are kept.  

 Responsibility is taken for seeking new knowledge 
and information and for sharing it with peers.  

 Personal responsibility is assumed for examining 
the quality of services delivered and for working to 
make the agency, program, or policy changes that 
would improve services to the client.  

 Social work is regarded as a lifelong commitment; 
the occupation and work are seen as a “calling.”   

 
 Decisions and actions are based primarily on 

personal opinions and personal preferences.  
 Political and fiscal pressure and other forces are 

allowed to dictate decisions and actions. 
 Subjectivity rules and decisions are based mostly on 

personal bias and personal convenience.  
 Only personal moral judgments are used to resolve 

ethical questions; many ethical issues go 
unrecognized or are ignored.  

 Only what is required to keep the job is learned. 
 The relationship with the client resembles a 

friendship. 
 The well-being and needs of thee worker are of 

primary concern; worker expects to have personal 
needs met through contact with the client and 
within work related relationships.  

 Peer review is threatening and is avoided.  
 Personal feelings shape decisions and actions; when 

with an angry or frustrated client reacts with anger 
and frustration; emotions may be expressed in a 
thoughtless and hurtful manner.  

 The client’s frustrations and anger are taken 
personally. 

 Record keeping is avoided; records are incomplete 
or inaccurate. 

 The worker does not see self as responsible for the 
development of new knowledge or for teaching 
peers.  

 The worker is concerned only about doing the job 
as assigned or described by others; worker does not 
seek self as responsible for agency, policy, or 
program changes.  

 Social work is seen as a job that can be easily 
abandoned if something better comes along; another 
occupation or type of work could easily be sought.  

 
 
 
Text from: Techniques and Guidelines for Social Work Practice. 4th ed., Sheator, Horejsi, 1997. 
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FIELD INSTRUCTION BOUNDARY WARNING SIGNS 

 
Student counter transference can be reflected in behaviors of anger, judgmental attitude, boredom, rigidity, disgust, 
anxiety, pity 
 
Basic Principles for Field Instructors: 
 

1. The student acts as an agent of the agency and not only as individual system. 
2. Grasp of various statutes, regulations, and relevant case law pertaining to ethical conduct. 
3. An emphasis on the relationship between the presentation of healthy boundaries and burnout prevention. 
4. “Joining behavior” that encourages a solution-finding focus. 

 
The Warning Signs of Boundary Problems 
 

1. Disclosing life experiences 
2. Telephone contacts 
3. Money and loans 
4. Clients and meal-time 
5. Out-of-office sessions 
6. Transporting clients 
7. Presents from the client 
8. Rescuing clients 
9. Reactions to clients 
10. Physical contact with clients 

 
(Excerpts taken from Journal of Teaching in Social Work, Vol. 21 (1/2) 2001) 

Practicum Instruction: Warning Signs of Boundary Problems & What To Do About Them Clark, Rompf & Walker 

 
DEVELOPING SELF AWARENESS 

 

The following list outlines some of the factors that can interfere with the formation of a professional helping 
relationship and client service; use it as an aid in self-examination. 
 

1. Personal hang-ups and emotional problems. To a considerable degree, our believers and behavior have been 
shaped by our childhood and early family experiences. Most people carry a certain amount of emotional “baggage” 
into their adult lives, including unresolved parent-child conflicts, prejudice, after-effects of traumatic events, and so 
on. Sometimes this “baggage” is carried to the workplace, where it has a negative impact on clients and work 
performances. For example:  

 Preoccupation with personal problems, resulting in an inability to give one’s full attention to the client.  

 Inability to control one’s reactions or exercise self-disciple when in an emotionally charged situation or 
when under the ordinary pressure associated with direct social work practice.  

 Inability to demonstrate warmth, empathy, and genuine caring for clients served by the agency.  

 Inability or unwillingness to work cooperatively with persons in positions of authority (e.g., judges, 
physicians, administrators, supervisors, etc.) 

 Difficulty separating personal experience (e.g., having been a victim of child abuse, growing up with 
alcoholic parents, etc.) from the concerns and problems presented by clients.  

 Extreme defensiveness that prevents a critical examination of one’s own job performance.  

 Avoiding certain clients or difficult tasks. 

 Personalization of client anger and frustrations (i.e., inability to maintain an appropriate level of 
objectivity).  
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 Imposing one’s values, political beliefs, religious beliefs or life-style on clients.  

 Inability to respect the religious beliefs and cultural values of a client. 

 Alcohol or drug abuse. 

 Misuse or abuse of one’s authority over clients. 

 Extreme level of shyness or non-assertiveness resulting in an inability to express one’s opinion and 
engage in the give-and-take of client work, peer supervision, and team decision making.  
 

2. Appearance, clothing and grooming. To a large extent, people form impressions of others – especially the powerful 
first impression – on the basis of physical appearance. Thus, the social worker must pay attention to his or her 
clothing and grooming because it matters to clients and will affect how they respond to the worker and their 
utilization of agency services. Of course, what is offensive to one client may be acceptable to another, and what is 
appropriate dress in one agency setting may be inappropriate to another. The staff in a particular setting must make 
decisions on what is acceptable. Many agencies and most hospitals establish dress codes as way of providing 
guidance to staff. When examining your appearance and its possible impact on clients, remember the following: 

 Some choices of clothing, hairstyle, makeup, perfume, or jewelry may offend or distract clients served by 
the agency.  

 Deficiencies in grooming and personal hygiene may offend clients. 

 Uncovered infections, skin irritations, and similar conditions may distract the client or cause him or her 
worry and anxiety.  

 
3. Behaviors that devalue or degrade others. Social work values dictate that every client should be treated with 

respect. The social worker must avoid behaviors that are disrespectful, including the following:  

 Using words, phrases, or gestures that are in bad taste or known to offend clients and staff (e.g., cursing, 
sexual overtones, etc.) 

 Telling sexist, off-color, or ethnic jokes. 

 Telling disrespectful or disparaging stories about clients. 

 Demonstrating prejudice against particular client groups. 

 Making sarcastic, insulting, cruel, or disrespectful comments about clients.  
 

4. Distracting personal habits. Most people have some undesirable mannerisms and habits that their friends and 
families have learned to accept. However, the social worker must be willing to modify habits that annoy clients, 
including the following: 

 Fidgeting, pencil tapping, knuckle cracking, nail biting, and the like. 

 Scratching, pulling, or twisting hair. 

 Chewing gum or tobacco and smoking. 

 Scowling, frowning, or other facial gesture that seem to express scorn, contempt. 

 Excessive nervous laughter, frequent clearing of throat, or other distracting mannerisms. 
 

5. Difficulties in cognitive functioning.  A social worker must absorb information quickly and apply complex 
principles. A capacity for abstract thinking is essential. The following examples illustrate insufficient cognitive 
functioning.  

 Difficulty processing new information, drawing logical inferences, and solving problems. 

 Lack of reading speed and comprehension needed to understand records and reports, agency policy, and 
professional books and journals. 

 Cognitive deficits that interfere with attention, memory, and judgment. 

 Inability to explain the assumptions and inferences behind one’s professional judgments, conclusions, 
and decisions. 
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6. Difficulties in verbal communication. The social worker’s verbal communication must be understandable to clients 

and other professional persons. The following problems could hamper work with clients: 

 Mumbling, speaking inaudibly, loud or penetrating voice tones, halting or hesitant speech, rapid speech. 

 Frequent use of slang not understood by or offensive to clients.  

 Errors of grammar or awkward sentence construction that confuse clients. 

 Inability or unwillingness to adjust vocabulary to client’s age or educational level. 

 Uncorrected vision or hearing problems.  
 

7. Problems in written communication.  Because so much of the social worker’s service to a client involves the 
exchange of information with other professionals, the worker must be able to communicate in writing. If letters, 
reports, and agency records are carelessly written and difficult to understand, those attempting to red them will 
conclude either that the worker does not care enough to communicate clearly or is incompetent. The worker’s 
effectiveness is seriously damaged if the client or other professional persons form such negative impressions. Serious 
writing problems that merit correction include the following:  

 Inability to prepare letters, reports, and records that are understandable to clients, agency staff, and other 
professionals.  

 Problems recognizing and correcting errors of spelling, grammar, and syntax.  

 Difficulty selecting words that adequately express thought.  

 Inability to write at a speed sufficient to manage required paperwork. 
 

8. Poor work habits.  Poor work habits may have a direct or indirect impact on the clients served by an agency. Some 
of the commonly observed problems are:  

 Being late for client appointments, team meetings, case conferences, and other scheduled events. 

 Missing deadlines for the completion of written reports that are important to clients or other agencies and 
professionals serving the client. 

 Incomplete or sloppy record keeping. 

 Lack of preparation for meetings with clients and other professionals. 

 Not following thorough on assignments or tasks. 

 Distracting other staff members or keeping them from their work.  

 Unwillingness to seek and utilize direction and guidance from the supervisor. 

 Blaming clients or others for one’s own ineffectiveness; inability or unwillingness to acknowledge 
mistakes or limitations or knowledge and skill.  

 Being more interesting in diagnostic labels and theoretical issues than with the clients as real people. 

 Unwillingness to follow established agency policies and procedures. 

 Behaviors occurring outside work hours that draw negative attention to the social worker and thereby 
lessen client and public respect for the social agency and/or the worker. 

 Unwillingness to share information and preoccupation with protection of professional or agency turf. 
 
Sources: 
Cory, Marianne, and Gerald Cory. Becoming a Helper. 2nd ed. Pacific Grove, Calif.: Brooks/Cole. 1993. 
Kottler, Jeffery. Growing a Therapist. San Francisco: Jossey-Bass. 1995. 
Munson, Carlton. An Introduction to Clinical Social Work Supervision. 2nd ed. New York: Haworth. 1993. 
Wegscheider, Sharon. Another Change: Hope and Health for the Alcoholic Family. Palo Alto, Calif.:  

Science and Behavior Book, Inc. 1981. 
Text from: Techniques and Guidelines for Social Work Practice. 4th ed. Sheator, Horejsi. 1997. 
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SAFETY GUIDELINES FOR STUDENTS IN THE FIELD PRACTICUM 
 

We recognize that students cannot be insulated from the risks in providing services to people, institutions and 
communities in crisis. Students frequently lack the experience and skills that help seasoned practitioners assess risk 
and take appropriate precautions.  
 
The Department of Social Work requests that all field agencies provide an orientation and a forum for discussion 
about safety, high-risk situations and violence issues that are relevant for the individual agency as the student begins 
field placement. Items for inclusion in this orientation might include but are not limited to: building and office 
security, emergency procedures, including when and how to summon security or police assistant, safety on home 
visits and in the surrounding service communities, and staff responsibilities and procedures for management of 
violent or potentially violent clients. The orientation may take the form of a formal presentation, but should include 
an individual discussion, that reviews existing agency policies and procedures and presents an opportunity for the 
student and field instructor to discuss these issues in depth.  
 
If an incident occurs during practicum in which a student is personally threatened, hurt or harassed, the student, field 
instructor, agency contact person, or agency director should contact the CSS Field Representative, who will notify the 
Director of Social Work Field Education immediately to review the situation. After consultation with the Director of 
Social Work Field Education, he/she will identify what actions the agency and school should take to insure the 
student’s physical and emotional well-being. The Director of Social Work Field Education is responsible for 
documenting the incident and the steps taken to address the situation. A copy of this report will be forwarded to the 
Program Director of the Social Work Department.   
 
If a student becomes ill or is injured as a result of field related activities they may be entitled to Workers’ 
Compensation benefits dependent upon the agency agreement in effect at the time. If Workers’ Compensation 
benefits are to be offered, the student must be provided a claim form and an authorization for medical treatment 
within 24 hours of the date of knowledge of the illness or injury. Medical treatment is provided at a designated 
medical facility. 
 
The following Safety Tips for students in field are provided as basic guidelines.  
 
Agency Protocol 
It is important for students to know and always be aware of the agency safety and security protocol for office and 
home visits with clients. In the absence of formal policies, the field instructor and the student should discuss any 
issues related to safety and security in the setting.  
 
Security of Belongings  
All students are expected to have a secure place to keep handbags and other belongings while in their field 
placements. It is preferable that the space be one that can be locked, i.e., a desk drawer or file cabinet. It is best not to 
leave handbags and other personal articles visible and unattended, even in an office with the door closed. Valuables 
should not be brought to placement settings. Items of value should not be left in cars or should be placed out of view.  
 
Safety Issues Related to Working with Clients 
When working with clients, it is important to remember that the treatment process often makes people feel vulnerable 
and may challenge their usual coping mechanisms. With some people, this can contribute to problems with impulse 
control, and can raise issues of safety for the client, the social worker and others.  
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There may be times when students work with individuals who have difficulty with reality testing, dealing with 
overwhelming emotions, and controlling their anger. Some of them may be prone to violence and may possess a 
weapon. Other clients may be intoxicated, high on drugs, in withdrawal, or may have other medical neurological 
disorders. Again, we emphasize that students consult with agency field instructors regarding preparation for and 
handling specific situations that are potentially difficult or threatening, such as medical emergencies, suicide or 
homicide risks, potential abuse of others and the presence of weapons.  
 
Safety Tips for Office Meetings with Clients 
If a student will be meeting with a client with whom the student does not feel safe, it is important to discuss the 
situation fully with the agency field instructor. When considering location of the meeting, it might be helpful to think 
about:  
 

a. What is in the room 
b. Whether there is more than one exit 
c. Where each person might sit 
d. Whether to include someone else in the meeting 
e. What to wear 
f. Whether to leave the door ajar 

 
When discussing the time of the appointment, it can be helpful to think about whether or not many people are around 
at the time being considered for the meeting. Also it is important to discuss the plan for backup and assistant in the 
event that the client becomes agitated. 
 
Safety Tips for Home Visits 
It is important to know something about the client prior to doing a home visit. If there is a question of safety, plan 
accordingly with field instructors. It might be decided that meeting at a neutral place or going with another social 
worker or professional is the appropriate plan. An itinerary including location, phone number, and time of visit should 
be left with the field instructor. Think about what to wear, which room to meet in, where to sit, and to stay alert.  
 
Safety Tips for Travel by Car 
When a student is traveling by car to an agency or to home visits, it is advisable to know where he/she is going and to 
look at a map before driving to unfamiliar areas. In general, remember to be alert, lock doors, close windows, and 
have a full tank of gas. 
 
Safety Tips for Travel by Foot or Public Transportation 
When traveling by foot or public transportation, it is advisable that students carry the least amount of valuables with 
them as possible. Money, licenses, keys, and other essentials might be carried in a pocket. If a handbag or other item 
is grabbed, it is best to let go of it. It is helpful to dress in comfortable clothes that are loose sitting and study and flat 
walking shoes. It is also helpful to be alert, and walk with a purpose, as if one has a clear destination. One should be 
aware of people in the immediate areas, without staring. 
 
Sources: 
“Safety Tips” developed by Katherine S. Gong, Boston University, School of Social Work, Curriculum Guide for Field 
Education, 1994-1996. 
 
Siegel, Marcia, Director of Field Education. (1996). Graduate Field Practicum Instructor Manual. San Diego State University, 
School of Social Work. 
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SAFETY PROCEDURES FOR HOME VISITS 
 

Students should always be alert to the possibility of an unexpected confrontation that might occur while in the field 
that would put them at risk of harm. Protective measures should be taken to minimize the possibility of such an 
occurrence. Always inform others when a home visit is planned. Provide information about who will be visited, the 
address and the expected length of time for the visit. It is a useful practice to keep a desk calendar with information 
about field activities.  
 

1. Prepare for the visit in the field: 
  Dress for safety 
  Review previous contacts 
  Evaluate purpose of the visit, client, and neighborhood 
  Formulate a tentative plan of action 
2. Take a cellular phone on visit, especially when there are indications of a possible domestic dispute, 

physical violence, vicious animals, and if clients live in an isolated or high crime area.  
3. Alert law enforcement to accompany or meet you at the client’s home if report indicates violence. (In 

some instances, it may be sufficient for a co-worker to accompany you. This should be discussed with 
supervisor). 

4. Lock personal items, i.e. jewelry, purse, wallet, in trunk of vehicle prior to departing to the client’s home.  
5. Use your five senses when approaching the neighborhood, leaving the car, and when entering and 

departing from the premises.  
6. Keep car keys handy/accessible while in the client’s home. 
7. Park vehicle in such a way that it will provide a safe and quick departure in an emergency. 
8. After entering client’s home, if possible, stay near the door. Observe all exits in the home.  
9. Identify yourself and the purpose of your visit. Maintain a pleasant demeanor during the interview, 

encouraging client participation. 
10. Wear shoes that would provide easy flight. Heels are not recommended. 
11. Ask for permission to write/take notes.  
12. Listen to clients and allow them to vent.  

SAFETY FOR THE INTERVIEWER 
During an intervention, the crisis intervener’s safety is a major consideration. The possibility of injury to the 
intervener exists regardless of professional capacity. For that reason, we suggest the following safety procedures. The 
procedures must be adapted to each individual crisis situation and to the intervener’s skill and training. 
 
Out of the Office 
 

1. If possible, always intervene with a partner. This is especially important when there is more than one victim 
or disputant. 

2. Approach the crisis or potential crisis slowly and carefully. If you are approaching a house, building or room, 
take time to survey the surroundings for clues that might help later. 

 
3. If you are in a car, do not park directly in front of the area where the crisis is occurring. Assess what is 

happening around you as you leave your vehicle. Be observant at all times. 
4. Approach all doors or openings with caution. Do not stand directly in front of doors or windows. Stand to one 

side, and, only then, knock on the door. Interveners have been killed or injured during family disputes by 
bullets fired through a door in response to the intervener’s knock. 

5. Before knocking or ringing the doorbell, list for 10 to 15 seconds for additional clues that could help you as 
you enter the situation. These could include screaming, objects being broken, weapons being fired, angry 
voices, or threats. Perhaps you will hear no noise at all. 
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6. Once the door is opened, maintain control of the situation by keeping everyone involved in front of you and 
within eyesight.  

7. Perform a visual “frisk” of all persons in the room to determine if weapons are hidden in pockets, belts, 
shoes, and so on. Pay attention! 

8. Observe the person in crisis. What are they doing? What must you do immediately to stabilize the situation? 
Do it! 

9. Note any objects in the room that could be used in a violent way. A heavy ashtray or an innocent letter opener 
could become a lethal weapon in the hands of a violent person. 

10. Be aware of all other persons in the room, and note all persons who enter after you arrive. Assume nothing. 
Observe both the verbal and nonverbal behavior of everyone in the room. Find out who else is in the house 
and their locations, if possible. 

11. Be prepared for unexpected behavior of significant others, neighbors, or visitors in the house.  
12. Initially, step into the room only a few feet at a time. Proceed only as far as it seems safe. 
13. If necessary, separate the disputants. Avoid using the kitchen, bedroom, bathroom; weapons are often stored 

in those areas.  
14. Gain control as quickly as possible. You may use anything short of physical force, as appropriate and 

according to your training. A shrill whistle, a loud clap, a loud voice, an absurd request under the 
circumstances (asking permission to use a phone book, for example), or other attention-getting device may be 
used for this purpose.  

15. Have the victims sit down. The failure of disputants to sit does not preclude a successful intervention; 
however, the potential for violence and aggression seems to be lower when everyone is seated.  

16. Select an appropriate place to sit so you can maintain your own safety, gain and maintain control of the 
situation, and proceed with the intervention. 

17. Visually assess the room and the adjoining areas, if possible. 
18. Know where entrances and exits are. 
19. Know where you might get assistance should you need it. Is there a working telephone in the room? Do you 

have a portable phone or radio? 
20.  Sit in the following manner: feet solidly on the floor with heels and toes touching the floor; hands unfolded 

in your lap; your body leaning slightly forward toward the victim. This position accomplishes two important 
functions: 

a. It gives the victim the feeling that you are attentive to what is being said and experienced. Your body 
language conveys a sense of interest and concern. 

b. It permits you to respond immediately should you be physically threatened. Although a cross-leg, 
folded-arm position, or a similarly relaxed position might be more comfortable, it can reduce your 
ability to respond quickly should an immediate response be needed.  

21. Attempt to speak with the crisis victim at eye level. 
22. Avoid standing above the victim in an authoritarian or parental manner. If the victim chooses to remain 

standing, you should remain standing also. 
23. Do not turn your back on a crisis victim or allow the victim to walk behind you. 
24. Do not position yourself in a corner from which you cannot exit it necessary. 
25. Remove any objects or extraneous clothing parts that a violent victim could use against you. Name tags 

connected by pins; pens and pencils; regular, non-clip neckties; scarves; and jewelry, such as chain necklaces 
or hood earrings, are all potential weapons in the wrong hands. 

26. Stand in the following manner: feet placed should width apart; one foot slightly behind the other; weight on 
the rear leg; knees slightly bent; hands folded, but not interlocked, on the upper abdomen or lower chest; 
arms unfolded. This unrestricted stance permits instant response to a physical threat. Hands place din one’s 
pockets are suspect, and having to remove your hands from your pockets increases your response time. 
Folded arms can be threatening and can also impede your response. Maintaining your weight on the rear leg 
with knees slightly bent permits quick movement in almost any direct without affecting balance.  

27. Once separated, bring the disputants back together as soon as it seems productive to do so. 
28. Maintain eye contact with your partner and attempt to break eye contact between the disputants as soon as 

possible. 
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In the Office 
 
1. In the office, allow for maximum personal safety by doing the following:  

a. Remove potential weapons such as heavy ashtrays, paperweights, letter openers, scissors, and the 
like. 

b. Arrange seating so that victims have access to the exit without going over you. 
c. When you greet victims, notice anything strange or unusual about their words, actions, or dress. 

Allow your sense to vie you clues, and take all clues seriously until you have been able to rule them 
out.  

d. Observe the victims’ body language as they enter. 
e. Enter the room behind the victims. Visually “frisk” the victims. 
f. If possible, arrange several seating areas within the room that can be used as needed for different 

threat levels.  
g. Do not remain after hours with a potentially violent victim unless proper security is available. 
h. Arrange a “buddy system” so that someone is available should you need help. 
i. If you know that the victims are involved in situations where there is a potential for violence, arrange 

to have a co-intervener in the office with you, or at least close at hand. As appropriate, inform the 
victim about other persons available.  

j. After hours, enter your office in the same careful manner that you would enter a crisis victim’s house. 
k. Enter elevators only after checking for other passengers.  
l. Know your emergency telephone numbers and use them if you need help. Do not hesitate. 
 

2. If at all possible, always intervene with a partner.   
3. Make contingency plans for all interventions. Consider what you would do under a variety of conditions. 

Learn to play the “what if” game. Play it often. Preplanning will affect automatic behavior under stress.  
4. Always take safety precautions seriously. This intervention and your life may depend on your behavior in this 

regard. 
5. Be familiar with the cultures present in the community so that you can respond appropriately and sensitively.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Tom Graham (1999-April), Safety in Child Welfare, 17th Annual “Protecting Our Children” National American 
Indian Conference on Child Abuse and Neglect, Minneapolis MN. April 13 or April 14, 1999. 

 
 
 
 
 
 
 
 
 
 


