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August 2024 

Dear Students, Instructors, Supervisors and Staff, 

Welcome to Social Work Field Education, also known as the Signature Pedagogy of 

the field of Social Work. The MSW program was established at Concordia University in 1978. 

The program is accredited by the Council on Social Work Education (CSWE) through June 

2026. This Field Education Manual has been designed as a guide for student interns, Field 

Instructors, task supervisors, and other field agency staff. It is your primary guide for field-

related information including policies and procedures, roles and responsibilities, and standard 

forms used in the field. 

It is the responsibility of all persons involved in field instruction to be familiar with 

the manual, and to keep it as a reference. Any questions should be directed to the Director of 

Field Education/MSW Field Coordinator or the MSW Program Director.  

All MSW students are required to abide by policies set forth in the MSW Student 

Handbook and the MSW Field Manual. Professional conduct is expected at all times and 

compliance with the NASW Code of Ethics, the CUWAA Student Code of Conduct, and the 

Department of Social Work Code of Conduct, and the Department of Social Work’s Professional 

Standards Policy. 

The MSW program is designed to prepare students for advanced generalist social 

workers for work with individuals, families, groups, communities, and organizations. The 

MSW curriculum will provide you with knowledge, methods, and skills used in everyday 

social work practice. 
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Mission Statements 

Concordia University System Mission and Purpose:
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 Our view of the advanced generalist specialization is that it is theoretically grounded for 

practice at all systemic levels. The advanced generalist year builds upon the foundation of 

generalist practice by increasing the depth and breadth of knowledge at all levels, particularly in 

the application of theory to practice and the importance of evaluating practice. 

 The advanced generalist social worker possesses a broad and multi-faceted theoretical 

understanding of client systems with a focus on the person – situation – 
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workers use rights-based, anti-racist, and anti
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are distributed equitably and that civil, political, economic, social, and cultural human rights are 

protected. 

Social workers:  

a. advocate for human rights at the individual, family, group, organizational, and 

community system levels; and  

b. engage in practices that advance human rights to promote social, racial, economic, 

and environmental justice. 

 

Advanced Behaviors ï Social Workers: 

a. critically analyze regional and global intersections of oppression and integrates this 

understanding in social work practice;  

b. engages in community collaborations that foster social, economic, racial, and 

environmental justice and social change; and 

c. identify ways to eliminate oppressive systems and barriers to social, racial, economic, 

and environmental justice.   

Competency #3 – Engage Anti-Racism, Diversity, Equity, and Inclusion (ADEI) in Practice 

Social workers understand how racism and oppression shape human experiences and how these 

two constructs influence practice at the individual, family, group, organizational, and community 

levels and in policy and research. Social workers understand the pervasive impact of White 

supremacy and privilege and use their knowledge, awareness, and skills to engage in anti-racist 

practice. Social workers understand how diversity and intersectionality shape human experiences 

and identity development and affect equity and inclusion. The dimensions of diversity are 

understood as the intersectionality of factors including but not limited to age, caste, class, color, 

culture, disability and ability, ethnicity, gender, gender identity and expression, generational 

status, 
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Competency # 5 – Engage in Policy Practice  

Social workers identify social policy at the local, state, federal, and global level that affects well-

being, human rights and justice, service delivery, and access to social services. Social workers 

recognize the historical, social, racial, cultural, economic, organizational, environmental, and 

global influences that affect social policy. Social workers understand and critique the history and 

current structures of social policies and services and the role of policy in service delivery through 

rights-based, anti-oppressive, and anti-racist lenses. Social workers influence policy formulation, 

analysis, implementation, and evaluation within their practice settings with individuals, families, 

groups, organizations, and communities. Social workers actively engage in and advocate for anti-

racist and anti-oppressive policy practice to effect change in those settings.  

Social workers:  

a. use social justice, anti-racist, and anti-oppressive lenses to assess how social welfare 

policies affect the delivery of and access to social services; and  

b. apply critical thinking to analyze, formulate, and advocate for policies that advance 

human rights and social, racial, economic, and environmental justice 

 

Advanced Behaviors ï Social Workers: 

a. apply rights-based, social justice, anti-racist, and anti-oppressive forms of leadership 

with agencies, colleagues, and client systems for political action and policy changes 

to advance social well-being through effective service delivery; and  

b. evaluate the consequences of implicit bias, historical, social, racial, cultural, 

economic, environmental and global influences that impact of social policies.  

Competency #6 – Engage with Individuals, Families, Groups, Organizations, and 

Communities 

Social workers understand that engagement is an ongoing component of the dynamic and 

interactive process of social work practice with and on behalf of individuals, families, groups, 

organizations, and communities. Social workers value the importance of human relationships. 

Social workers understand theories of human behavior and person-in-environment and critically 

evaluate and apply this knowledge to facilitate engagement with clients and constituencies, 

including individuals, families, groups, organizations, and communities. Social workers are self-

reflective and understand how bias, power, and privilege as well as their personal values and 

personal experiences may affect their ability to engage effectively with diverse clients and 

constituencies. Social workers use the principles of interprofessional collaboration to facilitate 

engagement with clients, constituencies, and other professionals as appropriate.  

Social workers:  
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b. identify the implications of the larger practice context in creating client-centered 

assessment plans; and 

c. use self-reflective practice to identify how bias, power, privilege, personal values and 

experiences impact ability to develop mutually agreed upon plans.  

Competency #8 – Intervenes with Individuals, Families, Groups, Communities, and 

Organizations 

Social workers understand that intervention is an ongoing component of the dynamic and 

interactive process of social work practice. Social workers understand theories of human 

behavior, person-in-environment, and other interprofessional conceptual frameworks, and they 

critically evaluate and apply this knowledge in selecting culturally responsive interventions with 

clients and constituencies, including individuals, families, groups, organizations, and 

communities. Social workers understand methods of identifying, analyzing, and implementing 

evidence-informed interventions and participate in interprofessional collaboration to achieve 

client and constituency goals. Social workers facilitate effective transitions and endings.  

Social workers:  

a. engage with clients and constituencies to critically choose and implement culturally 

responsive, evidence-informed interventions to achieve client and constituency goals; 

and 

b. incorporate culturally responsive methods to negotiate, mediate, and advocate with 

and on behalf of clients and constituencies. 

Advanced Behaviors ï Social Workers:  

a. apply culturally responsive evidence-informed interventions to achieve client and 

constituency goals;  

b. identify how dimensions of diversity impact clients and constituents’ access to 

interventions; and 

c. describe how interprofessional collaboration is critical to achieving client and 

constituency goals and how it is necessary in order to achieve effective transitions 

and endings. 
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and critically evaluate and apply this knowledge in evaluating outcomes. Social workers use 

qualitative and quantitative methods for evaluating outcomes and practice effectiveness.  

Social workers:  

a. select and use culturally responsive methods for evaluation of outcomes; and  

b. critically analyze outcomes and apply evaluation findings to improve practice 

effectiveness with individuals, families, groups, organizations, and communities. 

 

Advanced Behaviors ï Social Workers: 

a. evaluate outcomes and processes using anti-racist and anti-oppressive perspectives; 

and  

b. use critical self-

/academics/programs/social-work-masters/_assets/studenthandbook.pdf
http://www.socialworkers.org/
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 NASW Code of Ethics can be found at: Code of Ethics: English (socialworkers.org) 

 CUW Student Code of Conduct:   

https://catalog.cuw.edu/graduate/student-conduct/  

 Department of Social Work Student Code of Conduct: 

www.cuw.edu/socialwork 

Field Instruction 

 MSW students complete four semesters of field education and a field seminar class taken 

concurrently while the students are completing their field placement. Field education and field 

seminar are offered fall and spring semesters. Students with Advanced Standing complete field 

education and field seminar during the advanced generalist year only. Students are placed in an 

approved agency selected by the student in consultation with the MSW Field Coordinator. 

Placements are selected based on the students’ future practice interests, experience, 

https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English
https://catalog.cuw.edu/graduate/student-conduct/
http://www.cuw.edu/socialwork
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Education/MSW Field Coordinator to discuss field placement possibilities. The student may be 

asked to revise their résumé. A sample résumé and a guide are provided in the field manual 

appendix.  

Students will meet with the Director of Field Education/MSW Field Coordinator 

remotely via videoconferencing to discuss population interests, skills, preferred community, and 

potential agencies. The student will need to complete a “profile” in the program’s field 

placement management system, EXXAT, and answer the corresponding clinical questions 

related to the field. The student will create a “Wishlist” in EXXAT ranking at least three and up 

to 10 preferred field agencies. A second meeting may occur via Zoom between the student and 

MSW Field Coordinator to finalize preferred placement location.  

Once an agency is identified, the Director of Field Education/MSW Field Coordinator 

will contact the agency to determine whether they meet the requirements to establish an agency 
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9. The willingness and time to devote to students. Students are placed in one agency 

field placement for two consecutive semesters during the academic year, fall and 

spring semesters.  

10. The ability to serve in a teaching, mentoring, and modeling role with students, 

organize learning tasks, and assist in the development and evaluation of the 

student/agency learning contract. 

11. As available, provides opportunities for students to learn about and practice with 

persons from marginalized populations including, for example: Native Americans, 

persons of color, people with disabilities, LGBTQ persons, older adults, persons 

living in poverty, abused or neglected children, persons diagnosed with a mental 

illness, persons who are homeless, victims of domestic violence, survivors of human 

trafficking, and other underserved populations. 

12. Provides the necessary structure and supports to enhance student learning such as 

administrative support and assistance, i.e., a desk, a phone, private space to see 

clients, etc. 

13. Be free of any NASW sanctions and any licensing sanctions if applicable. 

Process for Selection of Field Agencies 

 The potential field agency’s capability to provide the necessary learning experiences and 

supervision is assessed and approved by the Director of Field Education/MSW Field 

Coordinator. The process is as follows:  

1. Potential field placement agencies can be identified by community members, social 

work faculty, students, and members of the Department of Social Work Advisory 

Board. 

2. Identified agencies are sent information about the MSW program along with criteria 

for selection of field placement sites. 

3. Potential field placement sites meet with the Director of Field Education/MSW Field 

Coordinator to further discuss the placement opportunity and agency requirements. 

4. An important determination is the agency’s ability to provide the necessary learning 

experiences, time, and resources to meet the educational needs of students. A 

determination is made concerning the appropriateness of the learning experiences and 

availability of qualified Field Instructors. 

5. If this determination is mutually acceptable to the agency and the Director of Field 

Education/MSW Field Coordinator, a University contract for field placement is 

provided and signed by the agency and University leadership. When all required 

signatures are received, the agency and the University each receive a copy of the 

contract. 

6. Field Instructor Credential forms will be completed and provided to the Department 

of Social Work. 
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7. Students will interview with the agency. It is the agency’s decision to accept a student 

intern. If the agency agrees to accept the student and the student accepts the 

placement, the Director of Field Education/MSW Field Coordinator will call the 

agency to confirm and a confirmation letter will be sent to the student with a copy to 

the agency.  

Reasonable Effort for Field Placement  

 The Department of Social Work will make reasonable efforts to work with a student to 

find a suitable field placement, but does not guarantee a field placement for students. When a 

student is not accepted for a field placement after reasonable efforts by the school, a formal 

student review may be initiated by the Director of Field Education/MSW Field Coordinator. The 

results of the Student Review could include a request to delay starting field, which would delay 

graduating with a BSW degree. Reasonable efforts for a placement in an agency are considered 

to be: 

• Offering the student three field placement referrals, all of which the student refuses; 

• Three post-interview rejections of a student by potential field agencies; 

• A student refuses three offers for a field placement. 

Monitoring Students in Field Education Setting 

All students in field settings will be monitored in a variety of ways including both 

directly through their Field Education class (field placement) and indirectly through their Field 

Seminar Class (Learning Management System). While students are enrolled in their Field 

Education class, the assigned field education instructor will meet via videoconferencing with the 
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Field Placement in a Student’s Place of Employment 

 Field instruction is an integral and core component of the MSW program’s educational 

curriculum. The Department of Social Work strives to maintain the academic integrity of all 

components of the MSW program. 

 The Department of Social Work recognizes the difference in roles between employee and 

student. A student is placed
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Education/MSW Field Coordinator and in consultation with the MSW Program Director, 

according to the above criteria.  

This policy applies to salaried employment and not to stipends provided through grants or 

contracts obtained by the Department of Social Work or provided directly by organizations 

accepting students for field placements. 

 Please note that students take a risk when they decide to complete a placement at their 

place of employment. If the student chooses to leave the place of employment or is terminated 

from their place of employment, the field placement could also be at risk of termination. In these 

cases, the student will work with the Director of Field Education/MSW Field Coordinator to 

develop another field placement. Sometimes alternate placements may be difficult to obtain, 

depending on when the change in placement occurs. A student may not be able to secure another 

placement in a timely manner, and the student’s graduation date may be impacted as a result. 

Stipends 

 Concordia University Wisconsin welcomes the ability of some agencies to offer stipends 

for students placed in a field education setting. A stipend is fixed/regular payment in the form of 

an allowance given to a student who is engaged in a non-salaried field placement agreement. It 

should not be confused with payment given to a salaried employee or an employee receiving 

compensation at an hourly rate. 

Criminal Background Check 

 It is the Policy of the School of Health Professions that every student must complete a 

criminal background check by the agency identified by the University. Students complete the 

background check at the time of their initial application to the program.  Students must use the 

CUW provider for the background check. Students are responsible for paying for the background 

check (price varies per state that you live in) and for providing access to the report to the 

Department of Social Work.
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must notify the Director of Field Education/MSW Field Coordinator 
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The Off-Site supervisor meets with the student weekly to reinforce the social work 

perspective. Meetings occur in the office of the Off-Site Supervisor, the field agency, virtually, 

or other agreed upon method.  

The Off-Site Supervisor and agency task supervisor communicate twice each month, or 

more frequently, if necessary, to oversee the internship activities and reinforce the social work 

perspective at the supervisory level.  The task supervisor and Off-Site supervisor discusses the 

student’s experiences, cognitive/affective responses to the social work situation, how the 

student’s developing and demonstrating integration of the knowledge base, application in 

practice, and the impact on the student’s experience in field. The learning contract is reviewed 

and recommendations are made to support the demonstration of behavior consistent within 

dimensions – knowledge, values, skills, and cognitive/affective responses. Other issues are 

discussed, as needed, reinforcing the social work perspective. Supervision through the lens of the 

dimensions (knowledge, values, skills, affective/cognitive responses), supports the reinforcement 

of the social work perspective.  

  The Off-site supervisor reports to the Director of Field Education/MSW Field 

Coordinator a minimum of twice each semester, or more often if needed. The Off-Site supervisor 

is responsible for the evaluation of the Learning Contract. 

Supervision 

 The student must meet weekly for one hour with the field instructor to evaluate the 

student’s progress related to the learning contract as well as their adjustment to the field setting. 

The student is given feedback by their field instructor and other field placement staff that may be 

working with the student. The student is also responsible for giving feedback about supervision 

and their field setting. If a Task Supervisor is also working with a student, weekly one-hour 

meetings with the task supervisor should also be scheduled, and the MSW field instructor would 

then schedule bi-monthly meetings with the student.  

Orientation and Training for Field Instructors 

Field Instructor Orientation:  

The program provides annual orientation and training for field instructors. Training for 

all field instructors will be conducted virtually. At the beginning of each new academic year, the 

Department of Social Work will offer a virtual training opportunity for all Field Instructors. The 

Director of Field Education/MSW Field Coordinator will send out to all Field Instructors a 

recorded video/webinar and PowerPoint training highlighting important aspects of field 

education, field supervision, and program expectations. The training also provides field 

instructors with ideas and discussions on how to develop the learning contract with the student, 

the incorporation of experiences consistent with behaviors that demonstrate achievement in the 

nine competencies, and guidance on supervision. Further, the orientation describes, for field 

instructors, the expectations for a continuing dialog with the Director of Field Education/MSW 
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Field Coordinator throughout the year. All field instructors will have the opportunity to meet 

directly with the Director of Field Education/MSW Field Coordinator in order to review the 

standards and expectations for the current year. These meetings will occur remotely via video 

conferencing in addition to supplemental information that will be sent out to them via 

email/webinar. Field instructors are provided necessary information for contacting the Director 

of Field Education/MSW Field Coordinator if a problem should arise.   

In addition, the Director of Field Education/MSW Field Coordinator will meet with all 

newly established field agencies via video conference to discuss the program, review 

expectations, and address any questions or concerns. The meeting includes a review of the MSW 

Field Manual, CSWE Competencies, and expectations for field instructors and students. 

Additional information will be provided including a review of the courses that students will be 

taking each semester and discussion on how the field placement contributes to the growing 

knowledge, skills, and application of values that support the nine competencies. Finally, a 

discussion on field instruction, supervision, and support will commence.  

In addition to the initial field instructor training prior to the start of the academic year, the 

Department will host monthly field instructor check-
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• Invitation to monthly First Thursday presentations which are online sessions focused on 

social work hot topics. First Thursday presentations will be recorded and sent via email to 

all field instructors afterwards to allow them the opportunity to view and learn. 

• Annual workshops presented by the School of Health Professions (SHP) based on 

interests reported by all SHP field instructors. Any recorded video sessions will be 

available to field instructors to access as appropriate.  

• Virtual monthly SHP speaker series allows social work field instructors to join other 

professions in an interprofessional learning environment. Each month the topic rotates 

primary discipline and focus. 

• Additional workshops or conferences sponsored by the University. Workshops and 

conferences may be available both in-person and virtually. 

Roles and Responsibilities  

Ensuring Field Placement Effectiveness 

Regular communication with field settings is also designed to ensure field setting 

effectiveness. The orientation of new field instructors prior to a student beginning their field 

placement plays an important proactive role in that effectiveness to verify field instructors and 

any other supervisors at the field setting understand the field education program requirements for 

the learning contract, weekly supervisory meetings, assessment of student performance, and 

adherence to the field education manual. While the Director of Field Education/MSW Field 

Coordinator or Field Faculty member will meet with field instructors and students at the half-

way point of their first 16-weeks of their field placement, prior to that as needed, email 

communication, and any additional meetings to provide additional support and clarify 

expectations and requirements of the field education program certainly will be utilized. Field 

instructors will be invited to ongoing continuing education opportunities sponsored by the social 

work department. Should serious difficulties arise, the social work department reserves the right 

to terminate the field placement if they feel doing so is in the best interest of the student, college, 

department, and/or the field site.  

Student Responsibilities 

 The student is the central person in the field placement experience and is expected to play 

an active role in planning and implementing his/her learning experiences in the field placement. 

They are expected to actively seek out the types of learning experiences that will help integrate 

the classroom learning and enable the development and expansion of professional skills. The 

student is expected to mutually engage in this process with the Field Instructor. 

 The following specific student responsibilities are important for creating optimal learning 

conditions in the field placement. 

1. Familiarity with the MSW Field Manual and Student Handbook, CSWE 

Competencies, NASW Code of Ethics and theoretical frameworks, the CUWAA 
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Director of Field Education/MSW Field Coordinator Responsibilities 

The functions and responsibilities of the Director of Field Education/MSW Field Coordinator 

are as follows: 

1. Assure that students assigned to the agency will meet the academic standards of the 

University. 

2. Assume responsibility for the approval of student learning experiences in accordance 

with the policies of the University and the agency. 

3. Orient Field Instructors prior to the internship start date and review the Field Manual, 

focusing on various topics: Field Instructor responsibilities, student professional 

behavior, Learning Contract activities to meet the Competencies, Recording for Learning 

(RFL) process, and the EXXAT Learning Management System. If a Field Instructor is 

unable to attend the group orientation, an individual meeting will be scheduled for the 

dissemination of information. 

4. Promote three-way open communication between students, Field Instructors and Director 

of Field/MSW Field Coordinator related to suggestions for improving aspects of the field 

experience and dealing with student limitations. Student limitations will be addressed 

through a joint plan designed to meet this limitation. 

5. Intervene when requested or needed to resolve any conflicts related to the field program 
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Field Seminar Course Faculty Instructor Responsibilities 

 The functions and responsibilities of the Field Seminar Course Faculty Instructor are as 

follows: 

1. The seminar format will provide for the sharing of practice experiences and practice 

issues that occur during field placement.  

2. The Field Seminar Course will provide for the integration of field experience with 

classroom learning through discussion and assignments.     

3. The Field Seminar Course Faculty Instructor is responsible for all grading of 

assignments associated with the class as outlined in the Field Seminar Syllabus. 

4. The Field Seminar Course Faculty Instructor will consult with the Field Education 

Course Faculty Instructor if the Instructor learns of any concerning situations within 

the field placement that require additional consultation.   

5. The Field Seminar Course Faculty Instructor is ultimately responsible for issuing the 

final grade for the Field Seminar course.   

 

Placement Difficulties & Changing Field Placements 
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Placement Difficulties 

 A student experiencing a problem with the field placement agency that is interfering with 

the ability to achieve the competencies and associated behaviors should take the following steps: 

1. Discuss the problem with your field instructor and attempt to resolve the problem. 

2. If you feel that you are unable to discuss the problem with your field instructor, or 

there are serious and extenuating circumstances that prevent you from discussing 

the problem with your field instructor (e.g. you believe that you are experiencing 

harassment or if there is a serious ethics violation on the part of the field 

instructor), you should discuss the problem with the Field Education Course 

Faculty Instructor. 

3. If the problem has the potential to be resolved, the Field Education Course 

Faculty Instructor will arrange a meeting with you and the Field Instructor in an 

effort to reach a resolution. 

4. If these steps fail to resolve the problem, and if you are unable to complete the 

learning contract in the assigned field placement you will need to complete a 

Request to Change Field Placement form. 

5. Students should not leave or resign from their field placement without first talking 

with the Field Education Course Faculty Instructor and the Director of Field 

Education/MSW Field Coordinator and attempt to work out any difficulties that 

may have arisen.  

Request to Change Field Placement 

 Should the process involving a problem in the field placement result in a change in your 

field placement you are encouraged to work with your field instructor to make this change with 

the least disruption of services to clients with whom you are working.  A student MAY NOT 

change their field placement until a Request to Change Field Placement form (Appendix F) is 

completed and approved.  If possible, you should complete a termination process with your 

agency and client(s). 

Early Termination of a Field Placement 

 A student’s field placement may be terminated for the following reasons: 

• Poor academic performance 

• Lack of student’s ability to follow work-related policies 

• Lack of necessary knowledge base for entry level practice 

• Failure of the student to meet the expectations for ethical practice 

Before terminating a field placement, attempts will be made to resolve the problem and 

provide the student with the necessary supports to continue the field placement. If these attempts 
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implicit curriculum and frame the profession’s commitment to respect all people 

and the quest for social, racial, economic, and environmental justice. 

• Skills: : 
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 The required written evaluations occur twice each semester, at mid-term and at the 

completion of each semester. These evaluations are completed by the Field Instructor in 

collaboration with the student. Field Instructors and students need to respond to all sections of 

the evaluation, unless the section does not apply to the student’s current placement activities. The 

section should be marked “NA.” However, there should be a discussion to determine if there are 

ways that the student will have this experience at a future date. The student’s section needs to 

reflect specific learning processes that support the CSWE standards. Evaluations will not be 

accepted which have not been fully completed. Semester evaluations must be accompanied by 

the Verification of Hours form with field placement hours and the Field Instructor’s signature 

next to all entries.  All field hours MUST be completed by the last day of the semester.  In the 

event of extenuating circumstances, and field hours have not been completed by the last day of 

the semester, a student review may be requested at the discretion of the Director of Field 

Education/MSW Field Coordinator 
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student will then be required to attend a formal student review. During the review meeting, 

issues associated with field, concerns, and options will be addressed. The student will bring a 

written plan of corrective action to the meeting. The individuals invited to the student review will 

include the student, the Director of Field Education/MSW Field Coordinator, Director of Field 

Education, Field Education Course Faculty Instructor, and the MSW Program Director. Options 

as a result of the student review include:  

1. Return to placement with a written plan of action in place. If the student does not 

demonstrate significant improvement, the student may be terminated from the 

placement and/or the social work program. 

2. Dismissal from the current field placement with an opportunity to repeat the field 

sequence. The field sequence can be repeated only one time in a future semester. 

Failure to receive a “B” or higher in a second placement may result in dismissal from 

the social work program. 

3. Immediate dismissal from the social work program. 

If a student has been terminated from the field placement as a result of conduct, excessive 

tardiness, absences, unprofessional behavior or any reason beyond expected professional 

behavior, the student is not guaranteed another field placement. 
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Insurance 

Automobile Insurance 

 If an automobile is needed to perform field placement responsibilities, the student’s 

personal automobile insurance carrier is the primary coverage in the event the student has an 

accident. Students should consult with the insurance agency to determine if the agency covers 

job related accidents or injuries. 

Personal Safety 

Guidelines for Risk Prevention and Management Strategies for Social Work Interns 

 With increasing concerns about violence in American society, safety issues and the 

potential for violence affect both Social Workers and the clients they serve. The program informs 

students of the need to work with the agency in identifying policy and procedures related to field 

safety. The program informs students through the Field Manual of the need to become familiar 

with the specific agency policies. It offers suggestions for dealing with difficult or dangerous 

situations, and guidance for managing if a situation occurs.   

  Agency policies and safety factors are discussed during Field Seminar classes. The Field 

Instructor is to be notified immediately, or as soon as possible, if a situation arises when a 

student feels unsafe, at risk, or if a serious or dangerous situation has occurred. In addition, the 

student needs to contact either the MSW Program Director, the MSW Field Director/MSW Field 

Coordinator, or their Field Faculty Instructor immediately. The Department will provide 

intervention to assure the student’s safety, and ability to deal with the situation.  

 Students will need to work with their agency in identifying policy and procedures related 

to field safety. Every agency will be somewhat different and the student needs to become 

familiar with the specific agency policy. Most agency policies will: 

• Provide guidelines and resources to increase safety awareness among social work 

students.  

• Help students to be better prepared to handle potentially dangerous situations. 

• Stimulate discussion among students, faculty, and Field Instructors about the 

presence of violence in social work settings. 

• Provide strategies and/or training that can be utilized to reduce the risk of 

violence. 

• Provide general guidelines for risk reduction and dealing with potentially violent 

or dangerous situations.  

• Suggest general risk reduction guidelines for social work students. 

 Agency policy and safety risk factors will be discussed in field experience seminar class. 

It is very difficult to predict when dangerous behavior will occur. Should a student experience a 

situation where the student feels at risk or unsafe, the student needs to notify the Field Instructor 



https://www.socialworkers.org/Advocacy/Policy-Issues/Social-Worker-Safety
https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English
https://www.socialworkers.org/About/Ethics/Code-of-Ethics/Code-of-Ethics-English
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Appendix A – Field Instructor Information Form 

CONCORDIA UNIVERSITY DEPARTMENT OF SOCIAL WORK 

FIELD INSTRUCTOR INFORMATION 

 

The Council on Social Work Education (CSWE) requires our program keep documentation on 

field instructors. This form will only need to be completed once and kept on file electronically.  

 

Name: _____________________________________________________________ 

 

Agency/Organization: _______________________________________________________ 

 

Agency Address:  

__________________________________________________________________________ 

__________________________________________________________________________ 

__________________________________________________________________________ 

Agency Phone Number: __________________________________ 

Individual Phone Number (preferred contact number): ______________________________ 

Email Address: ______________________________________________________ 

 

How long have you been in your current position? ________________________________ 

 

How long have you been in the field of Social Work? ________________________________ 

 

Education: 

 

 Baccalaureate Degree:     BSW  Other _____________________ 

  

 Field: _________________________________________________________________ 

 

 Year of Graduation: ___________ 

 

 

 Master’s Degree: (if applicable)  MSW  Other: ____________________ 

 

 Field: _________________________________________________________________ 

 

 Year of Graduation: ___________ 

 

 

 Doctoral Degree: (if applicable) 

 







47 
 

MSW Field Manual Fall 2024 

 
 

 ____ Child welfare/CPS    ____ Community Action 

 ____ Addiction     ____ Political Advocate 

 ____ Mental Health     ____ Disability 

 ____ Homelessness/poverty issues   ____ School Social Work 

 ____ Medical Social Work    ____ Older Adult Settings 

 ____ Domestic Violence    ____ Hospice 

 ____ Police Social Work    ____ Adoption  

____Other Interests ___________________________________________________ 
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Do you hold any licenses? ___ Yes   ___ No    

If yes, please list: 

 Title of License  License State   License Number 

 

Are there any special needs or desires that you want considered in community and agency 

selection: ___ Yes  ___ No    If yes, please explain: 

 

 

 

 

List the order of preference of all cities, towns and geographic areas that can be considered in 

selecting your placement? 

1. 

2.  

3. 

If there an agency that interests you, please provide the name, address and phone number of the 

agency: 

 

 

 

 

 

Do you have any limitations regarding your field placement that would impact opportunities?  

For example, can only work weekends, evenings, need access to bus line, or any other special or 

unique circumstance. 

 

 

 

 

 

If there is additional information you would like to provide about yourself that might impact 

selection of a field placement site, please do so here: 
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Appendix C – Student Learning Contract/Evaluation—Advanced Generalist 

Year 

 

CONCORDIA UNIVERSITY WISCONSIN 

DEPARTMENT OF SOCIAL WORK 

 

MASTER OF SOCIAL WORK (MSW) – ADVANCED GENERALIST YEAR 

STUDENT LEARNING CONTRACT AND FIELD EVALUATION 

 

 

 

Academic Year: _______________________________ Date: ___________________________ 

 

Student: ________________________________ Student ID: ___________________________ 

 

Evaluation Period:  

 Fall Semester:  (Initial) ______ (Mid-term) ________ (Final) ________ 

 Spring Semester:  (Initial) ______ (Mid-term) ________ (Final) ________ 

Placement Site: ________________________________________________________________ 

 

Field Instructor: _____________________________ Title/Position: ______________________  

 

Faculty Instructor: ______________________________________________________________ 
 

Cumulative Hours: _______     
(Student needs to complete 250 hours total per semester) 

 

THE LEARNING CONTRACT  

 

The Learning Contract is an agreement between the student, field instructor, and faculty instructor.  

Its purpose is to establish a baseline learning agreement that will guide the student’s social work 

field experience.  The Learning Contract reflects the educational goals of Concordia University’s 

Department of Social Work and the Competencies of CSWE, the Council on Social Work 

Education. The CSWE Competencies are comprised of knowledge, values and skills essential to 

social work practice.  These Competencies are further operationalized in Practice Behaviors. Field 

Placement/learning activities should provide students with opportunities to master the 

Competencies and Practice Behaviors, and achieve the goals of the program.   

 

Working from the nine Competencies, the student and field instructor will design practice 

foundation goals (learning activities) towards which the student will work.  At the beginning of 

each semester, the student and agency Field Instructor (and Task Supervisor if applicable) use this 
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form to design specific student learning activities.  Several learning activities are embedded in 

course curriculum.  Students should also work with their Field Instructor to create agency specific 

learning activities.  Learning Contracts are due by the date indicated in the Field Education 

course syllabus.  Throughout the semester, the Student, Field Instructor and Task Supervisor (if 

applicable) should review the Learning Contract to assess student progress on the learning 

activities.  During each evaluation period (mid-term and final), this form is used to help assess 

student’s progress towards mastering the Competencies and their field placement learning 

activities.    

STUDENT SCHEDULE COMMITMENT FOR FIELD PLACEMENT 

  

Below, please indicate your planned weekly schedule for your field placement.  Remember to 

inform your field instructor in advance of any CUW breaks or vacation dates to plan for these 

events, and notify as soon as possible if ill.  To complete the 250 hours a semester, a target of 

16 hours per week will typically meet the requirement for the semester. 

 

 Monday __________________ Thursday __________________ 

 Tuesday __________________ Friday ____________________ 

 Wednesday _______________ Saturday __________________ 

  Sunday ___________________ 

 Total Weekly Hours ________ 

 

Field Instructors and students are expected to schedule a one hour meeting weekly to discuss the 

learning experience and development of competencies. 

 

EVALUATION 

The evaluation of a student's field performance is an ongoing process and occurs in both on-going 

verbal and written feedback.  Written evaluations occur twice a semester, at mid-term and again 

at the completion of the semester (the final).  This process helps students, field instructors, and 

CUW faculty to determine future goals, successful learning, levels of achievement, and areas that 

need additional instruction, experience, or effort.   

You will find bulleted qualifiers under each of the behaviors. Please note that the bullets listed 

are only suggestions to highlight and help you identify the behaviors of your student. Keep in 

mind that the rating should reflect the student’s progress at this point in the overall internship. If 

the student’s internship experience does not include tasks or activities related to the competency 

enter a “N/A” in the section. Please complete the questions at the end of the evaluation. No further 

write-up is necessary. After you and the student have reviewed the evaluation, sign it and submit 

it to the faculty instructor.  The final grade for field placement is assigned by the faculty instructor. 

 

Assessment of Competency: The Department of Social Work assesses nine competencies, listed 

below. The dimensions for assessment include knowledge, values, skills, and cognitive/affective 
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Please note: Assignments and activities identified in the learning contract are planned for the 

duration of the field placement. Not all assignments are addressed during every evaluation period. 

When an assignment/activity has not been addressed or is not complete a rating of n/a should be 

given. At the final evaluation, all assignments/activities should have been completed and rated 

using the 5-point Likert Scale. 
 

Please refer to the Field Manual for complete descriptions of the nine competencies.  

 

COMPETENCY #1 

Demonstrate Ethical and Professional Behavior   

Student demonstrates the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
 

A. Readily identifies as a social work 

professional and understands the 

need for life-long learning 

• 
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where social 

workers discuss 

ethical issues and 

get feedback from 

coworkers 

Research 

competing and 

complimentary 

codes of ethics in 

agency setting 

(education & social 

work or health & 

social work) 

Ethical Dilemma 

presentations 

Assessment of Dimensions 

Assessment—Please use the Likert Scale provided to assess student performance during the 

MIDTERM and FINAL EVALUATIONS in the following dimensions: 

Field Instructor’s 

Evaluation of 

Dimensions (Use Likert 

Scale) 
Knowledge – Student demonstrates applied knowledge on: social & economic justice, issues and 
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Students will demonstrate the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
 

A. Critically analyze regional and 

global intersections of oppression 

and integrates this understanding 

in social work practice. 

• Verbalizes past and 

current injustices 

toward client and 

constituents 

• Verbalizes 

understanding of 
historical forces 

contributing to current 

social injustices 

 Writes an article 

for placement 

agency publication 

describing a plan to 

promote social 

justice to client 
population 

 

Reflection paper 

 

Familiarize 

yourself with 

relevant advocacy 

agencies and 

develop personal 

contacts with 

professionals in 
those organizations 

  

Identify common 

economic barriers 

for agency 

population being 

served 

Familiarize 

yourself with 

current political or 

community events 

that may impact 

clients 

Demonstrate 

critical thinking 

around economic 

forces that may be 

impacting clients 

 

 

B. Engages in community 

collaborations that foster social, 

economic, racial, and 

environmental justice and social 

change. 

• Engages with 

community leaders 

 

 

C. Identify ways to eliminate 

oppressive systems and barriers to 

social, racial, economic, and 

environmental justice 

• 
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Knowledge – Student demonstrates applied knowledge on: social & economic justice, issues and 

ways to prevent conditions that limit human rights, elimination of poverty, enhance quality of life 

for all persons locally or globally; promoting human and community well-being, utilizing the 

person-in-environment framework. 

 

Values – Service, social justice, the dignity and worth of the person, the importance of human 

relationships, integrity, competence, human rights, and scientific inquiry are among the core values 

of social work. These values, along with an anti-racist and anti-oppressive perspective, underpin the 
explicit and implicit curriculum and frame the profession’s commitment to respect all people and 
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Develop 

professional inter-

agency alliances 

with diverse 

organizations 
 

Prepare a program 

that meets the 

needs of a specific 

cultural group 

Assessment of Dimensions 
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anti-racist and anti-oppressive 

perspective lens. 

findings to explain 

client behavior 

for placement 

agency client 

population 

 

Designs research 

instrument 

 

Implements 

research study 

 

Completes research 

study and compiles 

information into 

research paper 

 

Presents research 

findings to 

placement agency 

designees 

 

Critically analyze 

how your agency 

utilizes data to 

make practice and 

policy decisions 

 

Apply critical 

thinking to 

understand how 

your agency uses 

the professional 

literature to 

determine best 

practices and 

practice models 

used 

 
 

B. Use culturally responsive, 

evidence-based research findings 

to inform and improve practice. 

• Verbalizes rational for 

client interventions 

using evidence-based 

research 

 

C. Articulates how research findings 

can improve social service delivery 

through the use of ethical and 

culturally informed, anti-racist, 

and anti-oppressive approaches in 

conducting research and building 

knowledge 

• Verbalizes impact of 

research on micro, 
mezzo, macro levels 

 

Assessment of Dimensions 

Assessment—Please use the Likert Scale provided to assess student performance during the 

MIDTERM and FINAL EVALUATIONS in the following dimensions: 
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Participates in a 

government 

meeting which 

addresses service 

delivery to client 
and constituent 

population  

 

Completes a 

system-delivery 

policy change 

proposal paper  

 

Identify currently 

proposed 

legislation at the 

State or Federal 
level and analyze 

the impact of this 

potential policy on 

clients 

 

Assessment of Dimensions 

Assessment—Please use the Likert Scale provided to assess student performance during the 

MIDTERM and FINAL EVALUATIONS in the following dimensions: 

Field Instructor’s 

Evaluation of 

Dimensions (Use Likert 

Scale) 
Knowledge – Student demonstrates applied knowledge on: social & economic justice, issues and 

ways to prevent conditions that limit human rights, elimination of poverty, enhance quality of life 

for all persons locally or globally; promoting human and community well-being, utilizing the 

person-in-environment framework. 

 

Values – Service, social justice, the dignity and worth of the person, the importance of human 

relationships, integrity, competence, human rights, and scientific inquiry are among the core values 

of social work. These values, along with an anti-racist and anti-oppressive perspective, underpin the 

explicit and implicit curriculum and frame the profession’s commitment to respect all people and 

the quest for social, racial, economic, and environmental justice 

 

Skills – Student demonstrates the ability to develop, create, and utilize a person-in-environment 

framework. 
 

Cognitive/Affective Responses – Critical thinking is an intellectual, disciplined process 15(l)-7(8
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COMPETENCY #6 

Engage with Individuals, Families, Groups, Organizations, and Communities 

Student demonstrates the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
 

A. Use culturally responsive 

engagement strategies grounded in 

human behavior theories, inter-

professional conceptual 

frameworks, and person-in-

environment perspective. 

• Uses a variety of 

engagement skills 

relative to client need 

• Uses culturally-

sensitive engagement 

approaches 

 Utilizes case 

consultation 

weekly  

 

Documents in 

agency chart 
engagement 

techniques for 

assigned client 
 

Provides an in-

service on 

engagement 

approaches for 

micro, mezzo, 

macro levels to 

agency colleagues 

 

Completes case 
presentation on 

engagement 

techniques used 

with 

clients/constituents  

 

Visit places in the 

community that 

will increase 

understanding of 

clients’ social 

systems 
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C. Use self-reflective practice to 

identify how bias, power, privilege, 

personal values and experiences 

impact ability to develop mutually 

agreed upon plans 

• Uses a strength-based 

approach, culturally 

grounded approach to 

assessment 

 and strategies with 

the client or client 

system 

 

Accurately and 

thoroughly 
completes agency 

assessment forms 

within required 

time-frame 

 

Examine the 

professional 

literature in 

selecting 

appropriate 

intervention 

methods 
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Knowledge – Student demonstrates applied knowledge on: social & economic justice, issues and 

ways to prevent conditions that limit human rights, elimination of poverty, enhance quality of life 
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MIDTERM 

Student’s signature:  _________________________________________ Date: _____________ 

 

Field Instructor’s signature: ___________________________________ Date: _____________ 

 

Field Coordinator’s signature: ___________________________________ Date: _____________ 

 

FINAL 

Student’s signature:  _________________________________________ Date: _____________ 

 

Field Instructor’s signature: ___________________________________ Date: _____________ 

 

Field Coordinator’s signature: ___________________________________ Date: _____________ 

 
Please make sure that the: 

• Supervisor keeps a copy. 

•

�x

�x�x
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Appendix D – Student Learning Contract/Evaluation—Generalist Year 

 

CONCORDIA UNIVERSITY WISCONSIN 

DEPARTMENT OF SOCIAL WORK 

 

MASTER OF SOCIAL WORK (MSW) – GENERALIST YEAR 

STUDENT LEARNING CONTRACT AND FIELD EVALUATION 

 

 
 

Academic Year: _______________________________ Date: ___________________________ 

 

Student: ________________________________ Student ID: ___________________________ 

 

Evaluation Period:  

 Fall Semester:  (Initial) ______ (Mid-term) ________ (Final) ________ 

 Spring Semester:  (Initial) ______ (Mid-term) ________ (Final) ________ 

Placement Site: ________________________________________________________________ 

 

Field Instructor: _____________________________ Title/Position: ______________________  

 

Faculty Instructor: ______________________________________________________________ 
 

Cumulative Hours: _______     
(Student needs to complete 200 hours total per semester) 

 

THE LEARNING CONTRACT  

 

The Learning Contract is an agreement between the student, field instructor, and faculty instructor.  
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course curriculum.  Students should also work with their Field Instructor to create agency specific 

learning activities.  Learning Contracts are due by the date indicated in the Field Education 

course syllabus.  Throughout the semester, the Student, Field Instructor and Task Supervisor (if 

applicable) should review the Learning Contract to assess student progress on the learning 

activities.  During each evaluation period (mid-term and final), this form is used to help assess 

student’s progress towards mastering the Competencies and their field placement learning 

activities.    

STUDENT SCHEDULE COMMITMENT FOR FIELD PLACEMENT 

  

Below, please indicate your planned weekly schedule for your field placement.  Remember to 
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Please note: Assignments and activities identified in the learning contract are planned for the 

duration of the field placement. Not all assignments are addressed during every evaluation period. 

When an assignment/activity has not been addressed or is not complete a rating of n/a should be 

given. At the final evaluation, all assignments/activities should have been completed and rated 

using the 5-point Likert Scale. 
 

Please refer to the Field Manual for complete descriptions of the nine competencies.  

 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale).

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors 





74 
 



75 
 

MSW Field Manual Fall 2024 

 
 

Student demonstrates the following behaviors: 
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explicit and implicit curriculum and frame the profession’s commitment to respect all people and 

the quest for social, racial, economic, and environmental justice 
Skills – Student demonstrates the ability to develop, create, and utilize a person-in-environment 

framework. 
 

Cognitive/Affective Responses – Critical thinking is an intellectual, disciplined process of 

conceptualizing, analyzing, evaluating, and synthesizing multiple sources of information generated 

by observation, reflection, and reasoning. Affective reactions are the ways in which our emotions 

influence our thinking and subsequently our behavior. Exercise of judgment is the capacity to 
perceive and discern multiple sources to form an opinion. 

 

EXAMPLES: 

 

FIELD INSTRUCTOR COMMENTS: 

 

STUDENT COMMENTS: 
 

 

 

 

COMPETENCY #5 

Engage in Policy Practice 

Student demonstrates the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
 

C. Use social justice, anti-racist, and 

anti-oppressive lenses to assess how 

social welfare policies affect the 

delivery of and access to social 

services. 

• Student describes 

placement agency 

local, state and federal 

mandates 
• Recommends changes 

in policies to serve 

client population in a 

culturally responsive 

manner 

 Read agency policy 

manual 

 

Identify agency 
service providers 

 

Describe barriers 

and catalysts of 

service delivery to 

agency clients 

 

Meet with the 

agency/Department 

director to discuss 

mission and 
functions of agency 

 

Give examples of 

key Federal and 

State policies that 

impact the agency 

 

D. Apply critical thinking to analyze, 

formulate, and advocate for 

policies that advance human rights 

and social, racial, economic, and 

environmental justice. 

• Student identifies 

culturally appropriate 

and responsive service 

providers for agency 

• Student describes 

barriers and catalysts 

of service delivery to 
agency clients 

• Recognize the 

historical, social, 

racial, cultural, 

economic, 
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theories to justify use 

of engagement 

techniques 

• Student documents in 

client chart 

engagement 
approaches and 

activities used 

Changes 

engagement 

techniques as 

necessary 

 

Demonstrate the 
use of interpersonal 

skills to build 

relationships with 

clients 

 

Documents in chart 

engagement 

approaches and 

activities used 

 

Visit places in the 

community that 
will increase 

understanding of 

clients’ social 

systems 

 

Completes RFL—

engagement 

process (Fall) 

 

Reviews RFL with 

supervisor 

E. Use empathy, reflection, and 

interpersonal skills to engage in 

culturally responsive practice with 

clients and constituencies. 

• Student uses and 

identifies empathic 

responses with clients 

and support system 

 

Assessment of Dimensions 

Assessment—Please use the Likert Scale provided to assess student performance during the 

MIDTERM and FINAL EVALUATIONS in the following dimensions: 

Field Instructor’s 

Evaluation of 

Dimensions (Use Likert 

Scale) 
Knowledge – 
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STUDENT COMMENTS: 

 

 

 

COMPETENCY #7 

 

Assess Individuals, Families, Groups, Organizations, and Communities 

Student demonstrates the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
 

D. Apply theories of human behavior 

and person-in-environment, as well 

as other culturally responsive and 

interprofessional conceptual 

frameworks, when assessing clients 

and constituencies. 

• Uses biopsychosocial-

spiritual approach for 

assessment 

 Completes 

biopsychosocial-
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Evaluate Practice with Individuals, Families, Groups, Organizations, and Communities 

Student demonstrates the following behaviors: 

  

Field 

Instructor’s 

Midterm & 

Final 

Evaluation of 

Behaviors (Use 

Likert Scale). 

Learning Contract—

Please add additional 

agency specific 

activities. 

Please check 

the column 

adjacent to the 

assignment/ 

activity when 

completed. 

Competency Behaviors Student Behaviors Score 
Learning 

Activities 
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Cognitive/Affective Responses – Critical thinking is an intellectual, disciplined process of 

conceptualizing, analyzing, evaluating, and synthesizing multiple sources of information generated 

by observation, reflection, and reasoning. Affective reactions are the ways in which our emotions 

influence our thinking and subsequently our behavior. Exercise of judgment is the capacity to 

perceive and discern multiple sources to form an opinion. 

 

EXAMPLES: 

 

FIELD INSTRUCTOR COMMENTS: 

 

STUDENT COMMENTS: 
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ADDITIONAL COMMENTS 

(TO BE COMPLETED AT THE TIME OF MID-TERM AND FINAL EVALUATION) 

 

 

1. Identify the student’s strengths. 
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Appendix E – Verification of Field Hours 

 

VERIFICATION OF FIELD HOURS 

 

Student: ______________________________ Date: ___________ 

Semester:    ❑ Fall    ❑ Spring        Year: ______________  

Agency/Institution: ________________________________________ 

I verify that the above named student has completed the following  

Hours, as assigned/requested. 

Field Instructor: __________________________________________ 
     (Signature)  

 

Date ___________   Print Name ______________________________ 

 

Week #1 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 

       

      

      
 

Week #2 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 
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Week #4 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 

       

      

      
 

Week #5 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 

       

      

      
 

Week #6 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 

       

      

      
 

Week #7 
Day/Date: 

Late/Sick 
Time Missed: 

Time  
In: 

Time 
Out: 

# of Hours 
For Day: 

Total Hours 
Accumulated: 

Supervisor’s 
Initials/Date: 
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Appendix F – Request to Change Field Placement 

 

Request to Change Field Placement 

Concordia University Wisconsin 

MSW Program 

 

Name of Student: ____________________________ Date: ________________________ 

 

Student Email Address: _______________________ F00#: ________________________ 

 

Agency Name: _________________________________________________________________ 

 

Agency Address: _______________________________________________________________ 

 

Agency Field Instructor: ________________________________________________________ 

 

Email Address: _____________________________ Phone #: _____________________ 

 

MSW Field Coordinator: _______________________________________________________ 

 

Student Placement Level:  __________ Generalist __________ Advanced Generalist 

 

Reasons for requesting a change in field placement and efforts to resolve issues within 

agency: 
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______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

__________________________________   _____________________________ 

Student Signature      Date 

 

__________________________________   _____________________________ 

Field Instructor Signature     Date 

 

__________________________________   _____________________________ 

MSW Field Coordinator Signature    Date 

 

__________________________________   _____________________________ 

Director of Field Education Signature   Date 
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Name and location of current work site: _____________________________________________ 

Name and location of proposed internship field site: ___________________________________ 

Name of proposed internship field instructor: _________________________________________ 

Phone: ___________________________Email:_______________________________________ 

 

Will your internship be paid: ____Yes ____No     Will your salary continue? ____Yes ____No 
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Required Signatures (By signing this form, I attest that I have been involved in the 

development of an internship plan within this student’s current place of employment, and that I 

have read and am in agreement with the Field Placement in a Student’s Place of Employment 

section of the MSW Field Manual.) 

 

___________________________________   ________________________ 

Student Signature      Date 

____________________________________  ________________________ 

Student’s Current Supervisor     Date 

___________________________________   ________________________ 

Student’s Proposed Field Instructor    Date 

___________________________________   ________________________ 

Agency/Department Director     Date 

____________________________________  ________________________ 

MSW Field Coordinator    Date 

___________________________________   ________________________ 

Director of Field Education    Date 

 

 

  

  

Field Office Use Only (below this line) 

________________________________________________________________________ 

This proposal is: ___ Approved ___ Not Approved by the Department of Social Work, 

Concordia University Wisconsin. 
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5 4 3 2 1 

 

d. My field instructor encouraged critical assessment, appraisal, and evaluation of my 

work with clients and other staff members. 

 

Very well Fairly well In some areas Somewhat Not at all 
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7. List what you found least helpful for learning and your perception of why it was not helpful.  

Please try and offer concrete examples. 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

8. What changes would you recommend related to your field placement? 

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 

9. Would you recommend this agency or organization for future student field placements? 

 

________ yes, highly recommended   

________ yes, but with reservations   

________ no, because: 

______________________________________________________________________________ 

______________________________________________________________________________ 

Any additional comments 

______________________________________________________________________________ 

______________________________________________________________________________ 

 

10. Do you have any suggestions as to how the program can make your experience with field 

better?  

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________

______________________________________________________________________________ 
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Appendix J – Internships, Department of Labor Regulations, and Social 

Work Field Education 

 

In 2010 the U.S. Department of Labor established regulations regarding internship 

https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships
https://www.dol.gov/agencies/whd/fact-sheets/71-flsa-internships


https://www.dol.gov/agencies/whd
https://www.dol.gov/agencies/whd
https://www.dol.gov/agencies/whd
https://www.dol.gov/agencies/whd
https://www.dol.gov/agencies/whd
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CSWE is aware that this has raised concern among some social work programs. A number of 

programs have heard from field site supervisors (or agency human relations personnel) that, 

based on these cases, they cannot afford to allow social work interns because they would be 

required by law to pay them. 

 

Field education, as articulated in the CSWE Educational Policy and Accreditation Standards, is 

clearly within the guidelines of the Department of Labor regulations for an educational 

internship and does not require payment. 

 

Social work field education meets the following stipulations: 

 

• Field education is associated with an academic program at an accredited institution of 

higher learning.  

• Field education is structured around a classroom or academic experience, with 

articulated learning objectives/competencies. 

• The college or university exercises oversight over the internship program and 

provides educational credit. 

• The field education experience is supervised by social work program 
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Appendix K – Student Acknowledgement Form 

 

Department of Social Work 

Acknowledgement Form 

 

I acknowledge that I have received a copy of the: 

- Social Work MSW Student Handbook 

- Social Work MSW Field Manual 

- Department of Social Work Code of Conduct and Professional Readiness Checklist, and 

- The Code of Ethics of the National Association of Social Workers (NASW) 

 

In addition, I understand that I am expected to read and abide by the CUWAA Code of Student 

Conduct found online at https://catalog.cuw.edu/graduate/student-conduct/.   

I further acknowledge that I am expected to read through the above material, understand it and 

be familiar with what is expected of me, and that failure to adhere to these standards may lead to 

a Student Review and possible dismissal from the program.  

I understand that this material will be updated from time to time and that I am responsible for 

reading and understanding the updates.  

 

As a student in the Department of Social Work, my signature below signifies that I agree to 

adhere to and comply with the CUWAA Code of Student Conduct, Social Work MSW Student 

Handbook, Social Work MSW Field Manual, the Department of Social Work Code of Conduct 

and the NASW Code of Ethics. 

 

___________________________________ 

Print Name 

______________________________________ 

Signature 

______________________________________ 

Date 

https://catalog.cuw.edu/graduate/student-conduct/

