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 Our Mission:  The mission of the social work program is to prepare social work practitioners who demonstrate and practice the critical thinking skills, values, ethics, and knowledge delineated by the CSWE guidelines and the NASW Code of Ethics.

The department of social work draws upon the University of West Florida’s mission, “To empower each student with knowledge and opportunity to contribute responsibly and creatively to a complex world” through the promotion of social justice, guided by a global prospective, dedicated to a diverse student body and a commitment to the dignity of all people; the department seeks through education, research, and service to produce students of competence and commitment, reflecting excellence in social work practice and demonstrating professional skills, values, and knowledge delineated by CSWE guidelines and the NASW Code of Ethics.  We intend our graduates to carry out the University of West Florida’s value of integrity: Doing the right thing for the right reason.

The mission of the Department of Social Work is highly congruent with the mission of the University and the College of Professional Studies. In preparing graduates to assume professional positions of leadership, dedicated to working for social justice, and committed to the need to advocate for vulnerable populations puts into practice the University mission of contributing responsibly to a complex world.       

Preface
The faculty of the Department of Social Work at the University of West Florida would like to express appreciation to affiliated agencies and field supervisors for the vital role they play in educating our social work students.  The experiences and opportunities provided in field practicum add a dimension that cannot be duplicated in the classroom.

The field practicum offers students educationally-directed opportunities to learn by participating in the delivery of social services. The practicum enhances students’ ability to translate theory into effective social work practice and strengthens students’ awareness of the attitudes, motivation, and judgments identified with the profession of social work.  The MSW Program of the Department of Social Work is presently in candidacy status with the Council on Social Work Education, and its curriculum is planned in accordance with the standards set by the Council.

This field education manual has been developed to inform field supervisors and students of the policies, procedures, and overall expectations of field education and the relationship of the field education component to the total curriculum.  It is to be used in the planning and implementation of the field learning experiences.  Details about courses, admission, degree requirements, etc. will be found in the student handbook and covered in the Field Supervision Training Course.
The Field Education staff gratefully acknowledges members of the Florida Field Consortium for sharing their field manuals and permitting the University of West Florida Department of Social Work to draw from the content of their manuals.  We wish to specifically thank Florida International University for policy procedure, and practice guidelines and Barry University for the Criminal History Disclaimer form.
NOTE: University of West Florida and the Department of Social Work policies, procedures, requirements, and regulations are continually subject to review in order to serve the needs of the University/School’s publics and to respond to the mandates of the Florida Board of Education, Board of Governors, and the Legislature. Changes in programs, policies, requirements, and regulations may be made without advance notice. 
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The Social Work Profession
Social work is a profession that challenges people who are sensitive to the complex problems facing individuals and communities in modern society.  The social work profession requires a high degree of knowledge, skill, and dedication.  The social work student seeks to acquire knowledge and understanding of people and society and skills in helping people use their own individual, familial, and community resources in meeting their needs.  

Social workers are employed in a wide variety of public and voluntary community agencies such as group-serving agencies, hospitals, courts, community development programs, housing authorities, and a wide range of other health and human service organizations.  The holder of a BSW is eligible for many entry-level positions in such agencies while MSW holders often more advanced level clinical social work practice positions.
Field Education and Social Work Education

Field education is an integral component of social work education, anchored in the mission, goals, and educational objectives of the program.  It occurs in settings that reinforce students’ identification with the purposes, values, and ethics of the profession; fosters the integration of empirical and practice-based knowledge; and promotes the development and enhancement of clinical social work knowledge and skills.

The field practicum provides an opportunity for supervised practice in the delivery of social services.  Through this experience, most students confirm their choice of social work as a career.  A few students; however; may reconsider their career choices and decide to transfer to other fields.  Such an outcome can be constructive and should not be considered a failure for either the student or the field supervisor.

The field practicum requires a commitment by the student to ensure the integration of the skills necessary to practice in the social work profession.  This may certainly require students to make considerable adjustments in their current employment and personal schedules. The intense intellectual and emotional challenges inherent in the initial practicum experience allow the student to test and validate career choice and direction.

Clinical – Community Concentration

The University of West Florida MSW program focuses on clinical-community practice and is committed to the enhancement of human well-being and the alleviation of dysfunction through professional application of an array of theory-based interventions in a wide variety of practice settings. The MSW curriculum draws from a broad spectrum of strategies and techniques with a particular focus on the person-in-environment perspective.  A major focus of attention is given to the specific knowledge and skills required to meet the needs of diverse and vulnerable populations.  It is the goal of the advanced clinical-community concentration to provide students with a well grounded theoretical and skills base which will enable them to work with their clients to enhance the human condition through the creation of a just social, economic, and physical environment.

The clinical-community concentration curriculum prepares graduates to practice based on the ecosystems and strength perspectives of a solid generalist foundation.  Building on the foundation year, the ecosystems, strengths, and social justice perspectives continue to inform learning students in the advanced curriculum.  In the advanced curriculum, students base their advanced clinical interventions on an understanding that socio-environmental factors put certain populations at risk.  The curriculum teaches students to critically utilize a range of biopsychosociospiritual theories in assessing the developmental, social, familial, cultural, and spiritual factors that influence social functioning and well-being.  Utilizing their assessments, students learn to effectively employ evidence-based interventions to help individuals, families, and groups to alleviate their difficulties. The advanced curriculum stresses the transactional relationship between socio-environmental factors and individual client dynamics which is consistent with the profession’s eco-systems perspective.  Reinforcing the eco-systems perspective in the advanced curriculum reminds students that in order to understand the individual one must also consider the interrelationship between the individual and the whole and that each affects and is affected by the other.  Emphasizing this perspective enables students to grasp the reciprocal contributions of individuals and their environmental contexts to such social problems as poverty, oppression, racism, sexism, and discrimination.

Firmly based on traditional social work values and generalist knowledge and skills, the clinical-community advanced concentration prepares graduates for direct practice with individuals, families, and groups whose psychosocial functioning is impaired by psychological or social stress.  The clinical-community courses are developed to prepare students with advanced forms of intervention with clients who are struggling with multidimensional problems.  The program constantly strives to meet the changing needs of its graduates for advanced level of knowledge and skills to work with vulnerable populations, families and children at risk, immigrants, senior citizens, substance abuses, and persons dealing with debilitating conditions such as HIV/AIDS and severe and persistent mental illness.

Field practica will allow students to practice their skills in assessing, promoting, restoring, and maintaining the biopsychosociospiritual functioning of individuals, families, and groups with focus on the most vulnerable populations in society; discovering, promoting, utilizing and developing the strengths of clients so that they are able to meet their basic needs and reach their potential; and practice applying evidence-based theory, knowledge, and skills while monitoring and evaluating the effectiveness of advanced clinical interventions.

Students examine a wide array of theories related to work with diverse clients in their field experiences and learn to practice with very diverse clients utilizing a multi-theoretical base.  Given that the problems social workers face are so complex, a considerable variety of theories and perspectives need to be mastered and serves as a base for interventions.  The choice of interventions is drawn from an advanced knowledge base of social and psychological theories, including ego psychology, cognitive, gestalt, behavior, family systems, crisis intervention, and social learning.  

The outcome of the clinical-community sequence is an integrated approach to clinical practice with individuals, families, and groups in which the student has the flexibility to apply different models, modalities, and techniques appropriate to the needs, values and preferences of the client. In addition, the student has developed a creative, professional, ethical sense of self; a clinical-community perspective in which the social work student seeks the best evidence for selecting interventions and evaluating effectiveness.

MSW PROGRAM GOALS

The MSW program goals are derived from the department’s mission and goals.  These goals focus on what we want graduates to be able to do and how the program will accomplish these tasks.
1. Build on a generalist and liberal arts foundation by utilizing critical thinking and communications skills to develop advanced social work practice skills in a clinical community concentration which involves an expanded clinical role.

2. Practice clinical social work with diverse clients and with populations at risk utilizing an expanded clinical role, which includes therapeutic and/or counseling interventions that span a range of theoretical orientations as well as community action, policy development, research, program implementation, supervision and administration.

3. Seek to refine and examine clinical practice skills by utilizing critical thinking skills and practice-oriented technology to build a collection of intervention roles, strategies, and techniques from which practitioners can critically select and continually evaluate their practice.
4. Educate students to understand and promote equitable and just social policies, services, and resource allocation and to promote such policies and allocations through advocacy and /or political actions that result in social and economic justice.

5. Develop relevant and evidence-based practice skills and implement those skills without discrimination and with competence and autonomy utilizing social work ethics and values, rooted in a strong sense of social work identity.

6. Recognize the ever-changing nature and the global context of social work practice and the need for ongoing professional development to understand that the professional role includes efforts to practice without discrimination, utilize research, promote social justice, advocate for vulnerable populations and to promote diversity.

MSW Program Objectives

The objectives of the MSW program are derived from the department’s mission and goals, and from the MSW program goals.  These objectives are implemented throughout the program.  The various curriculum content objectives and field education objectives are developed within the context of these program objectives. These MSW objectives link the department’s mission, the department goals, and graduate program goals.  Specific outcomes are linked to these objectives and contain the knowledge and skills a student should demonstrate upon graduation.  Upon graduation students are expected to:
1. Demonstrate the ability to practice competently in an agency setting serving vulnerable and at risk populations by utilizing person-in-environment and strengths perspectives.

2. Incorporate into practice the use of cultural, psychological, social, biological, and spiritual frameworks.

3. Practice competently at an advanced level in the area of clinical-community social work building on a generalist practice perspective and a liberal arts foundation, in multicultural settings with an understanding and respect for diversity, using supervision appropriately.

4. Demonstrate an understanding of the historical context of the profession and the guiding ethical principals and values of professional practice.

5. Apply ethical decision making, evidence-based knowledge and critical thinking skills in an understanding of how health and well being are influenced by families, groups, organizations, communities, and the world-at-large.

6. Utilize policy-practice skills and advocacy strategies to influence policies and programs of social work agencies that impact populations and services and to work toward improving the lives of individuals and populations-at-risk through access to services and the promotion of social justice and economic justice. 

7. Make use of research methods and knowledge in developing intervention strategies, evaluating practice, and enhancing agency services.

MSW Program Overview
This manual is designed as a guide for students and field supervisors who are participating in the MSW Program of Social Work Field Instruction.   In October 2008, the CSWE granted Candidacy Status to the University of West Florida MSW program.  The University of West Florida and the social agencies of Northwest Florida have assumed a combined responsibility for offering experiences and instruction in agency settings to MSW students.  In this way, conceptual classroom learning is supplemented and reinforced by actual practice while the student is still engaged in classroom pursuits.

Field instruction is an integral part of the academic preparation of MSW students.  The MSW program mission, goals, and objectives provide the framework for the design and implementation of the field instruction curriculum.  The field instruction component of the curriculum provides students with the opportunity to put their classroom learning into practice while under close professional supervision.  Field instruction is offered concurrently with classroom instruction in order to focus on the integration of theory and practice.  The experiences offered in field instruction are designed to provide progression in the complexity of the assignments, continuity, and integration of classroom and field experiences.  The weekly field instruction seminar offers students an additional avenue of integration with the theoretical materials from the classroom.  The field integration seminar adds further breadth to students’ field experience by exposing them to the experiences of fellow students in different field settings.  

The setting for field instruction is a social service agency with a qualified MSW field instructor who works closely with the Department of Social Work in the planning of learning opportunities which will best meet the needs of students.  Field agencies represent a cross section of social work practice in the Pensacola and Gulf Coast regional area.  Agencies selected as field education sites are expected to be committed to social work education and student learning.  They must be able to provide the kind of learning experiences and assignments that students require as well as a wide range of social work experiences.  Agencies must be willing to meet the expectations and goals of the MSW program curriculum.  Selected agencies must recognize students in field practicum as learners and must remain aware that performance of students is not comparable to the performance of staff members.  Agencies are expected to provide a variety of assignments according to the student’s educational needs and to provide the necessary resources for professional practice including adequate space and equipment required to complete tasks.  Agencies should provide students with the opportunity to attend staff meetings, in-service training and other meetings or activities designed for the general staff.  Agencies are expected to provide time for the field instructor to supervise students for at least 1 ½ to 2 hours per week, to complete written evaluations, and to attend required training seminars.

The department has a roster of more than 80 field education agencies where students may be placed.  The majority of these agencies are voluntary or public agencies serving vulnerable populations.  The demographics of our region include a large military presence and a diverse client population including African American, Latinos, women, and people of different sexual orientation.  Many of our agencies serve children and families, older adults, and substance abusers.  Agency reorganization, downsizing, and staffing changes may affect field placement opportunities at some agencies.

Field education is the shared responsibility of the department and the field agencies with the goal of providing current and relevant practice with a sound theoretical base.  It is anticipated that in field instruction, the three interested parties will all benefit: the university, by stimulating its students to deeper and more individualized learning, the student, by gaining insight into the nature of the helping process and the profession he/she may enter, and the agency and community, both in direct service rendered and by better prepared future employees. This requires commitment from all three parties and it is hoped that the quality of this three-way relationship will continue to be such that the process of teaching and learning will be exciting and rewarding for all involved.

Students may complete the MSW degree (63 credit hours) on a full-time or part-time basis.  The school also offers an Advanced Standing Program for individuals with a baccalaureate degree in Social Work (BSW) received within the past five years from a program accredited by the CSWE.  Students accepted into the Advanced Standing Program can receive up to 31 credit hours toward the MSW degree.
 MSW Program Field Instruction Objectives

The program’s expectations of students who complete field instruction are specified in objectives that are presented in the context of the MSW program objectives.  These objectives guide the field instruction curriculum:

1. Develop students’ a commitment to the social work profession’s values and ethical standards.

2. Provide students with a generalist view of social work agency-based practice as well as a concentration in advanced clinical-community practice methods.

3. Assist students in applying theory to practice.

4. Introduce students to cultural diversity, ethnicity, and social class and to appreciate their impact on clients.

5. Provide students with opportunities to engage diverse clients and systems based on dynamic assessments.

6. Increase students’ awareness of the political, environmental, economic, and organizational influences on the delivery of social services and to enable them to work with those forces on behalf of clients, especially those populations at-risk.

7. Provide students with a spirit of inquiry and evaluation regarding assumptions underlying practice principals and methods, agency organization, structure, and delivery of services.

Foundation Year Field Instruction Practicum I Objectives
The Foundation Year Field Instruction Practicum provides for an agency-based practice experience under close supervision designed to assist students in applying foundation knowledge and theory to practice situations.  Regardless of setting or client populations, it provides students with basic generalist practice skills that are transferable from one setting to another.  The student who completes the Foundation Year Field Instruction Practicum will: 

1. Develop a sense of appropriate social work roles and performance in the field placement setting and, guided by these, engage clients in working on their particular problems. Demonstrate knowledge of the history of the social work profession and its role in addressing contemporary social problems.  

2. Elicit pertinent cognitive, affective, personal, and environmental data about the client’s problem.

3. Collect and organize the data, and begin to make evaluations of the client data, along with environmental, organizational, and cultural variables that contribute to the client’s problems which may impinge on its solution.
4. Demonstrate beginning intervention skills with diverse client populations with a focus on the needs and goals expressed by the client.

5. Advocate for the client within the agency and other agencies.
6. Understand the political and economic forces that affect practice.

7. Gain an understanding of the nature and causes of client resistance and make an effort to work through some of the resistance with particular clients.

8. Recognize the major dynamics of termination and prepare a client for termination or transfer.

9. Be aware of various community agencies and resources and utilize those resources when appropriate in meeting client needs.

10. Recognize the organizational needs and limitations of the agency and be willing and able to work within them for the betterment of the clients.

11. Be sensitive to the needs of diverse populations in providing services to them.

12. Demonstrate generalist skills in agency-based practice with emphasis on service to vulnerable populations.
13. Understand how gender, ethnicity, race, sexual orientation, and social class inform practice.

14. Demonstrate in the field setting that the student has developed a social work identity.

15. Make practice decisions and interventions guided by the NASW Code of Ethics.

16. Develop working relationships and collaborate with colleagues and function as a team player within the agency.

17. Accept and seek supervision as a tool for exploring the elements of the helping relationship and the development of the professional self within the agency context.

18. Communicate clearly in both written and oral forms.

19. Demonstrate an appreciation for the role of research in influencing policy and evaluating practice.
Advanced Year Field Instruction Practicum II Objectives
The Advanced Year Field Instruction Practica provide practice opportunities under close supervision designed to assist advanced practice students in applying theory to practice and learning advanced clinical skills.  Objectives reflect advanced skills for practice with individuals, families, and groups.  The Advanced Year Field Instruction Practicum II student will:
1. Analyze, assess, and critically evaluate how social work values and ethics impact field practice at the advanced level as they apply to clinical field education practice.
2. Demonstrate, appraise, and critically evaluate the effectiveness of field education practice with individuals from diverse backgrounds.
3. Critique and apply specialized assessment and intervention skills at an advanced level for clinical work in the field education setting utilizing empirically-based interventions.
4. Examine, formulate, propose, and critically evaluate advanced social policies and services for clinical practice in a clinical setting.
5. Compare and contrast theories and apply appropriate interventions for advanced clinical practice in a clinical setting.
6. Collect, analyze, and critically evaluate research issues related to clinical field education practice.
7. Demonstrate self-awareness and self-discipline as a professional social worker.
8. Demonstrate competence in professional writing and documentation.
9. Demonstrate an advanced level of responsibility for one’s own learning experience by taking initiative in identifying learning needs in the learning contract and weekly field supervision.

Advanced Year Field Instruction Practicum III Objectives

The second of two advanced clinical practice field placements completed during two semesters in a single agency, the Advanced Year Field Instruction Practicum III will develop advanced skills for practice with individuals, families, and groups. The program’s expectations of students who complete the advanced field education curriculum form the basis for structuring the advanced field instruction experience and evaluating student performance. The Advanced Year Field Instruction Practicum III student will:
1. Consistently demonstrate competencies for advanced professional practice in accordance with professional social work values and ethics. 
2.
Demonstrate the ability to practice competently with individuals from diverse backgrounds.

3.    Demonstrate advanced specialized assessment and intervention skills utilizing critical-thinking skills and empirically-based interventions
4.
Utilize advanced clinical practice skills to examine, conceptualize, propose, and implement advanced social policies and services in the clinical setting. 
5.
Apply appropriate interventions based on theoretical knowledge for advanced clinical practice in the clinical setting.

6.
Demonstrate competence in evaluating and applying relevant research to advanced social work interventions.
7.
Demonstrate self-awareness and self-discipline as a professional social worker.
8.
Demonstrate competence in professional writing and documentation.
9.
Demonstrate an advanced level of self-responsibility and effective use of weekly field supervision including articulation of learning needs identified in the learning contract.
Curriculum
The Master of Social Work curriculum has been developed to prepare students for advanced clinical-community practice with diverse populations.  The field component of the two year program includes a minimum of 900 hours of field education for all students.  The generalist practice placement, Foundation Year Field Instruction Practicum I, consists of 300 hours in one setting.  The Advanced Practice Field Education Program – Practicum II and Practicum III – consists of two 300 hour field placements completed in two consecutive semesters in a single agency.  The Advanced Practice Concentration also includes a capstone assignment to assess the students’ capacity to practice competently at the advanced level.  The capstone assignment requires a full case presentation including a full assessment, case formulation, intervention plan that includes the use of evidence-based interventions, and evaluations of the students’ practice.  The capstone paper is presented to the students in the field education seminar, the seminar professor, and two additional faculty members and is evaluated independently by all three faculty members.  In keeping with CSWE standards, the UWF program does not grant social work course credit for life experience or previous work experience.
Prerequisite and Co requisite Requirements

Clinical Practicum I

A student is eligible for Clinical Practicum I once fully admitted to the program, upon maintenance of a cumulative GPA of 3.0, and successful completion (a grade of “B” or better) of the following required course work:


SOW 5757 – History, Philosophy, and Theory of Social Work Practice 

SOW 5105 – Human Behavior and the Social Environment I


SOW 5404 – Social Work Research Foundations
 
SOW5305 – Generalist Practice with Individuals, Families, and Groups I

SOW 5629 – Human Diversity, Economic, and Social Justice
Clinical Practicum II

A student is eligible for Clinical Practicum II upon attainment of a BSW/BSSW degree and admission to the Advanced Standing Program 

OR 

a passing grade in Clinical Practicum I, maintenance of a cumulative GPA of 3.0, and successful completion (a grade of “B” or better) of the following required course work:


SOW 5106 – Human Behavior in Organizations and Communities II

SOW5324 – Generalist Practice with Individuals, Families, and Groups II

SOW5218 – Social Welfare Policy
SOW XXXX –Social Work (SOW) Elective in Advanced Clinical Practice

Clinical Practicum III

A student is eligible for Clinical Practicum III upon attainment of a passing grade in Clinical Practicum II, maintenance of a cumulative GPA of 3.0, and successful completion (a grade of “B” or better) of the following required course work:

SOW5404 – Research Practice Evaluation
SOW XXXX – Clinical Practice I 

SOW 6125 – Psychopathology for Social Work          

SOW XXXX – Social Work (SOW) Elective in Advanced Clinical Practice

Course Requirements

During the first clinical practicum, the student is required to complete a total of 300 hours in the semester.  The advanced clinical practicum requires the student to complete a total of 600 hours which consists of two consecutive semesters of 300 hours each semester at the same agency.

Specific scheduling of the weekly requirement of hours is coordinated between the student and the field supervisor.  

Co-Requisites

Concurrent with clinical practica, students take several other required courses.

Students in Clinical Practicum I and Integrative Seminar concurrently take:

SOW5106 – Human Behavior in Organizations and Communities II

SOW5324 – Generalist Practice with Individuals, Families, and Groups II

SOW5218– Social Work Policy

SOW XXXX –Social Work (SOW) Elective in Advanced Clinical Practice

Students in Clinical Practicum II and Integrative Seminar concurrently take:

SOW5404– Research Foundation
SOW XXXX – Clinical Practice I 

SOW 6125 – Psychopathology for Social Work          

SOW XXXX – Social Work (SOW) Elective in Advanced Clinical Practice

Students in Clinical Practicum III and Integrative Seminar concurrently take:

SOW 6548 – Advanced Seminar in Clinical Practice

SOW XXXX – Clinical Practice II 

SOW 6125 – Psychopathology for Social Work          

SOW XXXX – Social Work (SOW) Elective in Advanced Clinical Practice

Agency Participation

Agencies selected as field education sites are expected to be committed to social work education and student learning.  They must be able to provide the kind of learning experiences and assignments that students require as well as a wide range of experiences.  Agencies must be willing to meet the expectations and goals of the MSW program’s curriculum.  Selected agencies must see students in placements as learners and understand that performance of students is not the same as performance of staff members.  Agencies are expected to provide a variety of assignments according to the student’s educational needs and to provide the necessary resources for professional practice, including adequate space and equipment required to complete tasks.  Agencies should provide students with the opportunity to attend staff meetings, in-service training and other meetings or activities designed for the general staff.  Agencies are expected to provide time for the field instructor to supervise students for at least 1 ½ to 2 hours per week, to complete written evaluations, and to attend required training seminars.

The department has a roster of eighty agencies where students have been placed in the last five years.  The majority of these agencies are voluntary or public agencies serving vulnerable populations.  The demographics of our region include a large military presence and a diverse client population consisting of African American, Latinos, women, and people of different sexual orientation.  Many of our agencies serve children and families, older adults, and substance abusers.  In recent years, placements have been lost because agencies are no longer able to supervise students due to reorganization or downsizing.  A number of agencies each year are not utilized again because their assignments or geographic locations do not match student interests or needs.

Agencies that are able to provide meaningful learning experiences are always welcome and we seek such agencies constantly.  Agencies willing to become field sites complete an agency application form, identify available learning opportunities for students, and provide the resume of the identified field supervisor.  Agencies retained as field sites are asked to update their placement planning information each year.

Field Requirements and Responsibilities
Agencies participating in the field instruction course agree to the following:

1. The administration of the agency or program is committed to the educational process.  One individual in the agency will be assigned to plan for the instruction and evaluation of the student. The agency should allow the supervisor the time needed for this commitment.
2. Workspace and supplies will be provided for whatever is required of the student in the agency. If the student travels in his or her own car for the agency, it is expected that mileage expense will be reimbursed. If mileage expenses will not be reimbursed, the agency supervisor must address this in the student’s initial interview. 
3. Each student in the agency shall be offered the opportunity to become intimately acquainted with and participate in direct services offered by the agency. In every instance, students, under supervision, should be learning to undertake tasks in the service of the agency’s clients or consumers.
4. The learning objectives for the student in the general areas described previously under Learning Objectives will be promoted.

Responsibilities of Field Supervisors include:

1. Supervision and evaluation of the student:

· A regularly scheduled appointment with a supervisor who holds an MSW degree from a CSWE accredited school and has two years of post-master’s experience to perform supervisory activities will be held each week (a planned agenda is helpful).

· A learning contract will be developed with the student upon entry to field instruction. This helps the student to clearly understand what is expected. The student is responsible for developing the contract with the supervisor’s input and final approval. 

· The supervisor will observe the student in action and have an evaluative discussion.

· The supervisor will evaluate the student’s recordings with feedback (process recording is especially helpful to use in one or two assignments for assessing the student’s skills).

· The supervisor will provide ongoing feedback about strengths and weaknesses. (Students are anxious since this is a culminating experience for them.)

· Supervisory changes must be reported to the field instruction coordinator immediately

2. Orientation of the student:
· Provide a clear description of agency procedures in order to assist students in avoiding errors and breaches of policy.

· Discuss office practices such as hours, breaks, dress, confidentiality, and personal conduct.

· Provide information on agency organization, mission, and funding sources. 

· Provide for observations of professionals in action, especially when the observations are discussed.

· Introduce student to agency personnel and personnel from other agencies with whom the student will be in frequent contact.

· Provide material and readings relevant to the clientele, strengths and problem areas, and practice methodology common to the agency.

3. Socialization of student:

· Socialize students to the profession by allowing/encouraging students to attend professional meetings, professional workshops, and conferences.

4. Commitment to the educational process:
· Attendance at meetings scheduled during the semester, both in the agency and on campus, in the student’s behalf.  It is extremely important for the Field Instruction to be evaluated on a continuing basis by school, agency, and student.
Field Supervisor Requirements

All supervisors must be graduates of an accredited MSW program, have at least two years of post MSW practice experience, and be recommended by their agency.  Potential field instructors’ resumes are reviewed to insure that the individual is able to supervise and to impart the knowledge and values of the profession to students.  All new field supervisors are expected to attend a sixteen-hour course on supervision.  Field supervisors are chosen based upon the following additional criteria:

1. Demonstration of skill in practice.
2. Conviction about and identification with social work as a profession.

3. Independence, creativity, and flexibility in the use of professional self.

4. Knowledge and capacity to deal with the following elements:

a. Students with a wide range of backgrounds and interests

b. Institutional structures of a society

c. Structure and functions of a particular social agency.

d. Organization of resources for educational purposes.

e. Authority inherent in the role of supervisor.

f. Divergent philosophies of life.
5. Interest in and the potential for teaching including the following:

a. Ability to conceptualize theory and practice

b. Interest in designing and organizing assignments and other learning activities in field instruction to meet goals and objectives outlined in learning contracts.

c. Commitment to increasing knowledge of learning theory and skill in teaching.

d. Attendance to various meetings that may be scheduled to enhance field internship.

Task Supervisors

Note:  Not every student will have a task supervisor.  In order to fulfill needed learning experiences it may sometimes be necessary to assign students to special projects that are part of another program or department and may be necessary to ask a task supervisor to assist the student with that specific task. Task supervisors have the same basic responsibilities as agency supervisors except for the professional social work instruction of the student. The task supervisor should be an MSW graduate, but on agreement from the field education office, may be another professional staff member. The primary responsibility for the student’s learning remains with the field supervisor.  

Responsibilities of Students 
Students, as representatives of the university, department, social work profession, and agency, must consistently demonstrate standards of professional conduct.  They are expected to behave appropriately, respect others’ rights and privileges, and abide by the rules and regulations of the university, department, and community.  Any breach of conduct as delineated in the NASW Code of Ethics will subject a student to disciplinary action including, in appropriate cases, dismissal from the school.  Foundation phase students and advanced placement students are in the field 20 hours per week. Foundation year students include community organization and /or macro work as part of the curriculum.  One and one half to two hours should be set aside for supervision.  Advanced practicum students complete assignments working directly with individuals, families, and small groups.  In addition they are required to demonstrate skills in utilizing the broad base of clinical-community practice by the application of policy, research, and community practice skills in conjunction with their clinical work.  Students must: 

1 Complete and submit the application for field placement by the department’s announced deadline.

1 Attend all mandatory field orientation meetings.

1 Enter field practicum with a readiness to learn and to become involved in all appropriate aspects of the field practicum.

1 Comply with all agency policies and procedures, including but not limited to, physicals, drug screens, HIV testing, liability insurance, dress codes, immunizations, fingerprinting, criminal background checks, body adornment policies, and oaths of allegiance.  (Every effort will be made by the field office to notify students of agency screening requirements. Students should notify the field office immediately if they have difficulties with any of these requirements).

1 Develop, sign, and fulfill a learning contract for the field placement.

1 Be sensitive to the norms and climate of the agency and conduct themselves in a manner appropriate to the setting.

1 Prepare for and participate in conferences with field supervisors and/or task supervisors and field coordinator/liaison and communicate openly about any aspect of the field practicum.  Communication is paramount to a successful placement and problems cannot be rectified if the field office is not made aware of them.

1 Take precautions regarding personal safety and share related concerns with field supervisor.

1 Observe principles of confidentiality not only in dealing with matters relating to clients but also in discussing the program of the agency with other persons and in the Integrative field seminars.

1 Promptly and accurately reporting absences from agency.  The student is responsible for arranging with field supervisor to make up missed hours.  Emergencies and illness should be the only causes for missed hours.

1 Attend all field seminars that correspond to the field practicum course section for which they are registered.

1 Complete a “Student Evaluation of Field Practicum” at the end of each semester.  Failure to do so will result in an “I” (Incomplete) for the course.

1 Keep track of all hours accumulated during placement.

1 If the student feels that a field placement is not meeting his/her needs, he/she must submit to the practicum coordinator a written request stating the reason(s) for the difficulty, along with evidence that corrective actions have taken place and the results of these actions.

1 Adhere to the University Code of Conduct and the NASW Code of Ethics.

In a required orientation seminar prior to entering field practicum, expectations for students are explained in detail.  Expectations include:
1. Maintaining a professional demeanor

2. Neatness/appropriate dress

3. Promptly and accurately reporting absences from agency.  The student is responsible for arranging with field supervisor to make up missed hours.  Emergencies and illness should be the only causes for missed hours.

4. Compliance with agency rules and regulations

5. Courtesy

6. Confidentiality

7. Openness to learning – about the job, the setting, the people involved, and the principles being demonstrated.
Attendance at the integrative seminar is mandatory. Students are responsible for setting field agency schedules to accommodate seminar attendance.  Continued reading of professional journals and other publications is expected. Field instruction can be a stimulating, exciting experience in the real world of professional social work, where knowledge and ideas can be put into practice. The more the student invests of him/herself in field instruction, the greater will be the benefit of the field placement experience.
Responsibilities of the Office of Field Education include:
Ongoing relationships with agencies are a vitally important aspect of the entire field education program.  In order to assure a sound educational field experience for students, it is essential that the seminar instructor/field liaison maintain a pattern of regular contact with the agency field instructors.  Agency visits are the primary manner in which this relationship is maintained. However, telephone and email contact can serve to correct problems early before they become major issues.  Seminar instructors are expected to make at least one visit to the agency each semester.  The agency visits serve to maximize the opportunity for student learning by assisting the agency in establishing and maintaining an effective learning environment, assisting and supporting the field supervisor, monitoring the learning experience, and intervening when learning difficulties occur.  During field visits, the faculty liaison meets with the field supervisor and other relevant agency staff to discuss the student’s progress.  A meeting with the field supervisor and the student focuses on performance and continuing needs and future assignments. The liaison reviews a number of indicators of the viability of the agency as a field setting and factors that may influence the quality of the student’s educational experience.  The liaison assists the field supervisor in exploring alternative field assignments if the minimum range of practice assignments does not provide the breadth and depth of learning opportunities to meet student needs and curriculum objectives.  Responsibilities include:                                       

1. Developing affiliations with public and voluntary agencies in the community.
2. Selecting field agencies, negotiating affiliation agreements, and monitoring each agency as an educational resource. 
3. Offering training to field supervisors.
4. Orienting students to field education and making available all performance objectives, policies, procedures, evaluations, the NASW Code of Ethics, and other pertinent information.
5. Arranging field practicum experiences for students.
6. Monitoring practicum experiences and offering support and counsel to agency field supervisors and students.
7. Teaching integrative seminars.
8. Serving as a conduit for the flow of information between the Department of Social Work and community agencies.
9. Maintaining records concerning cooperating agencies and field supervisors.
10. Assigning grades to individual students based on consultation with field supervisors and review of written evaluations.
11. Keeping all faculty members informed about the development of the field program and participating actively in curriculum work that contributes to the integration of classroom and field learning.
12. Engaging in continuous evaluation of the field program as a whole and conducting special studies, as appropriate, in order to strengthen the program.

Additional responsibilities of the Field Education Coordinator are:

1. Recommending and implementing standards for field agencies and field instructors.
2. Providing educational opportunities for field instructors

3. Planning and implementing orientation to field education program for students. 
4. Ensuring that field supervisors and agencies meet the standards set by CSWE.
5. Functioning as the central contact for information requests concerning field education.
6. Assuring that the school’s philosophy, policy and learning objectives are reflected in the implementation of the field education program.
7. Coordinating the activities of the field education advisory committee. 
8. Serving on the school curriculum committee. 
9. Participating in the resolution of problems and concerns which cannot be reconciled by faculty liaison and/or field supervisors and students.
10. Serving on the student review committee in matters pertaining to field education. 
11. Preparing, publishing and distributing documents for the Field Education program, including field education manual, field orientation, and others.
12. Monitoring educational outcomes of field courses to assure consistency with program curriculum and maintenance of standards set by the school and CSWE. 
13. Planning and implementing Integrative Seminars for students in field courses.
14. Planning and implementing workshops and ongoing seminars for field instructors new in the role for the Department of Social Work.
15. Planning and implementing innovations to enhance the field education program.
16. Negotiating changes in field internship assignments of students after thorough evaluation and discussions with all involved, when the need arises.
17. Communicating consistently with faculty concerning issues related to integration of class and field content and concerns about students, classes, and other related areas.
18. Representing the school at the Florida Consortium of Field Education Directors and other field education related meetings internal to or external to the school. 
Field Instruction Coordinator/Field Liaison responsibilities include:

1. Visiting the agency at least once a semester and more often when indicated. 

2. Consulting with the field supervisor and agency to facilitate implementation of learning goals and objectives. 
3. Assisting the field supervisor in developing a learning plan to address identified areas of concern, if the student is experiencing difficulties with practice skill development, management of workload, or use of supervision.
4. Providing a written site visit report concerning each student visit, as well as additional documentation regarding the student’s progress (e.g., Corrective Action Plan).
5. Assuring the student’s conduct is in keeping with the school’s standards.
6. Informing the agency of the program’s expectations regarding the content and structure of the field internship. 
7. Informing and conferring with the Field education office about any significant changes in the agency, the field experience, or student individual performance.
8. Conferring with the student and the field supervisor about the student’s experience and performance in accordance with the program’s educational expectations.

As Seminar Instructor, the Field Instruction Coordinator/Field Liaison responsibilities include:

9. Reviewing mid-semester and final field evaluation.
10. Assignment of the student’s grade based upon the field supervisor’s recommendation, evaluating unsatisfactory or marginal performance of the student, and assisting in the resolution of learning problems.
11. Reviewing student evaluation of the agency, identification of opportunities to improve the internship experience and improve student matching.

Practicum at Place of Employment
Students who believe they are able to meet their field education requirements through the social service agency where they are employed in a social work capacity indicate their preference when completing the field instruction planning form.  Students are asked to speak directly with the director of their agency or department supervisor to gain approval for the request and complete the work-study request application with appropriate signatures.  The field education office then evaluates the agency’s appropriateness for field instruction.  In order to be approved the following criteria must be met: (1) The student must have been employed by the agency prior to the application, (2)  Students must have a change of assignment for the hours of the field placement and a planned learning experience different from their work responsibilities, (3)  The field instructor must be a qualified MSW graduate with two years of post-master’s practice experience who is not the student’s work supervisor and who has participated in the field instructor supervision training, (4)  The agency must provide time for the field instructor to meet with the student/employee a minimum of 1 ½ hours per week for supervision and time for writing and submitting an evaluation each semester, (5) The agency and UWF must have a signed Affiliation Agreement.  If the field education office determines the request is educationally sound, an agreement with the agency director formalizes the approved field instruction arrangements. Please review Appendix M: Employment Based Internship Application.
Background Checks, Fingerprinting, and Drug Screening

An increasing number of agencies, especially those dealing specifically with children and the justice system, require the disclosure of conviction records for misdemeanors and/or felonies and current screening for drug use.  Therefore, students are often required to submit to state and federal background checks and drug screening tests prior to the initiation of the practicum.  Findings in the background checks and/or drug screening tests may affect a student’s ability to participate in the field internship and complete the social work program.  Some agencies may cover this cost for students, whereas others make this the responsibility of the student. The student must notify the field office at the time of application if there is an issue with the cost of this requirement.

Home Visits

Home visits and visits to collaborative agencies are frequently an agency expectation.  Home visits offer students an opportunity to learn firsthand about the client’s home environment and community.  They present opportunities to be perceived as less of a stranger, to show interest, and to enter the life of clients as a participant observer.  Home visits also provide an effective outreach strategy to engage reluctant, fearful clients and are seen as invaluable assessment and treatment tools by many agencies.  Students are usually expected to use their own car or public transportation to make home visits.  Whenever possible, agencies arrange to pay students the same mileage allowance offered to their staff.  If it is not possible to reimburse students for mileage, the distance traveled is often restricted.    

Safety Policy

Social work student interns need to be aware of safety risks associated with their field internship.  The location of an agency, although accessible to clients being served, might present safety risks.  Home visits, street interviews, and community group work are some assignments associated with additional risks.  Clients experiencing severe distress, the prevalence of drug and alcohol use, and frustrations about obtaining needed services constitute further risk factors. Such risks are not exclusively student risks, but risks that social workers must cope with throughout their careers.  Field supervisors are asked to inform students of known or unreasonable risks in their particular settings and to provide relevant warnings, instructions, and training to help ensure the reasonable safety of all agency personnel and clients.  Students also have a responsibility to request information and seek instruction to ensure their own safety and to avoid behaviors associated with an unacceptable, increased risk of injury.  Finally, students should always communicate any safety issues or concerns with the field supervisor and the office of field education.

Transporting Clients

Students are strongly advised not to transport clients or their family members unless the agency provides a vehicle for this purpose and the student has the required license and insurance.

Disabilities

The Department of Social Work complies with the Americans with Disabilities Act (ADA) of 1990, the 1973 Rehabilitation Act (Section 504), and the Florida Equity Act in providing auxiliary aids and services to persons with disabilities.  The disability service, offered to UWF students, the Student Disability Resource Center (SDRC), is designed to respond to the needs of students with disabilities who require special academic adjustments both in and out of the classroom. The SDRC staff provides assistance for eligible students with disabilities by ensuring that appropriate accommodations are made through a variety of auxiliary services that may include interpretive services, assistive technology, and note taking assistance. Appropriate academic accommodations will be determined based on the documented needs of the individual.

Contact: Student Disability Resource Center, Building 21, (850) 474-2387 (V/TDD), or

http://uwf.edu/sdrc.

Any student who believes he or she may experience difficulties during a field placement because of a disability is encouraged to discuss these concerns with the field office when submitting the application for field placement. The Department of Social Work will place its students in field education assignments based on a student’s ability to perform the tasks of that assignment. The Department will work with students who require accommodation and are registered with the Office of Disability Services, as well as potential placement agencies to plan and make reasonable accommodations to the student’s needs. 

Pre-placement Hours

At times, orientation and training is required before a student may begin his/her placement. These hours, once approved by the Field education office, may be deducted from the required practicum hours. 

Conference Attendance

The field supervisor makes all decisions about conference attendance except when the School requests all students be excused from the field to attend a specific conference.  Workshops should provide instruction to enhance student learning.  Students are expected to attend all sessions of any workshop they are given permission to attend, and to discuss the learning experience with their field supervisor.

Practicum Coverage During Semester Breaks

The field education office of the Department of Social Work discourages student interns from reporting to their assigned agency during semester breaks.  It is important for students to take a break, ‘recharge batteries’, and understand that they are not indispensable.  Workers take vacations and cannot always be at work; students need the same break.
Possible exceptions to this policy will be reviewed on a case-by-case basis.  The following outlines initial procedures for allowing exceptions to the policy:
1. The agency has indicated prior to placement that some coverage is needed during lengthy breaks (three weeks) for continuity of client care, particularly vulnerable clients participating in clinical in-depth counseling.  The student is able to agree to provide coverage prior to entering the internship.
2. The coverage is used only for short, necessary counseling sessions, to provide essential coverage only (perhaps four hours per week).

If these two conditions are met, the field education office would need to approve the modified schedule so that the student is authorized to be in placement and eligible for liability coverage during that time period.  Any approved time worked between breaks will be deducted from the required hours.  

Integrative Seminars

Integrative seminars are an essential aspect of the field practicum and are designed to provide the student with an opportunity to integrate, analyze, and evaluate learning experiences in the practicum.  Specifically, the integrative field seminars provide the student an opportunity to demonstrate:

1. A commitment to examine their feelings, values, and attitudes as related to client systems and a broad range of problem areas within a multi-racial, multi-cultural, and multi-ethnic society.

2. A substantial ability to integrate the content of human behavior, practice skills, policy, research, and the field practicum in simulations, exercises, and written assignments.

3. A substantial ability to recognize the differences and similarities in role functions and responsibilities of the social worker in different settings through a sharing process in the classroom.

Evaluations:

The field evaluation process begins on the first day the student enters the agency.  This process is an ongoing, shared appraisal of the student’s performance.  A mid-semester evaluation helps assure an ongoing evaluation process and the early identification of areas in need of further growth.  The final evaluation, prepared by both the field supervisor and student at the end of the semester, should reflect a composite of material discussed in supervisory conferences throughout the semester.  Evaluations are to be prepared in accordance with the outlines provided by the office of the field coordinator and are allocated on a Satisfactory/Unsatisfactory basis.  The final grade is assigned by the integrative field seminar supervisor.

A. Mid-Semester Evaluation of the Student

The mid-semester evaluation may be handwritten or word processed and requires the signature of both the field supervisor and the student.  The student’s signature indicates only that the student has read the evaluation.  The student may submit a statement in writing about areas of disagreement.  The mid-semester evaluation should be hand-delivered or faxed to the field education office on the date indicated in the practicum syllabus.  Mid-semester evaluations with field supervisor’s overall assessment of “needs improvement” or “failing” indicate the student must demonstrate improved performance to pass the course.  In such cases, the faculty field coordinator/liaison will work with the field supervisor and student to formulate a written “Corrective Action Plan” to address those areas below expectations.  

B. Final Evaluation of the Student

Three copies of the field supervisor’s Final evaluation are prepared, one to be submitted in person to the integrative field seminar supervisor, one to be given to the student, and one to be retained for the field supervisor’s (or agency’s) files.  The copy given to the supervisor of integrative field seminar must be signed by the student and the field supervisor, and is then forwarded by the seminar supervisor to the student’s file in the Department of Social Work.  The signature indicates only that the student has read the evaluation.  The student may submit a statement in writing about areas of disagreement.  The exact timing of the preparation of the evaluation is determined by the integrative field seminar supervisor within time limitations established by the field coordinator and the university calendar.  A negative evaluation may result in the student not being able to continue in the Social Work Program.

Grade Options

The following indicates the three grade options available:

Satisfactory (S)

Students may receive a “S” when they have completed the necessary hours required for field practicum and satisfactorily met the learning objectives and educational outcomes articulated in the relevant practicum syllabus.

Deferred  (D)

Students may receive an “D” if they have not completed the practicum due to a serious interruption not caused by the student's own negligence. A specified time frame for completion of the practicum will be designated by the field supervisor and faculty field coordinator/liaison.  Students who receive an “D” need not re-register for the course.

Unsatisfactory (U)
A negative evaluation of field performance will result in the student not being able to continue in the Social Work Program.  Field supervisors are required to notify the student and the Field office immediately when problems arise with the student or his/her performance.  An unsatisfactory is only assigned after every effort has been made to assist the student’s progress.  The student has the right to appeal through the school’s review and termination procedures.

Applying to Field after Withdrawal or Deferred
When a student withdraws or receives a deferred grade for the practicum, his/her re-application to the field must be submitted to the field office prior to the due date for the requested semester of placement (June 1st for Fall semester, October 1st for Spring semester, and February 1st for Summer semester).  The re-application will be reviewed prior to acceptance and re-placement.  A meeting may be scheduled within ten (10) business days of the application deadline of the student and a Student Re-entry Committee, comprised of the field coordinator, one other field office faculty member, and the Assistant Director of Academics, in order to determine the student’s readiness to return to the field and decide if the student will be given credit for prior internship hours.  If the withdrawal or incomplete was due to performance deficiencies related to medical or mental health reasons, the student may also be required to bring documentation to the meeting, verifying his or her ability to return and perform at the placement.  The student will be informed of the Student Re-entry Committee’s decision within ten (10) business days of the meeting. In some instances, it may not be appropriate for the student to remain at the same field placement to satisfy the requirements for the “I.”  In such cases, the field office will assign the student to a new agency to complete the required number of hours for the course.  

Failure to comply with requirements designated for completion of the “I” may result in an “U” for the field practicum and termination from the social work program.
Termination Policy and Procedures
Informal Resolution Procedure

Issues which may result in review of a student’s continuation in a field practicum vary greatly.  In such instances where problems or issues do arise, they should be handled first utilizing the Informal Resolution Procedure.

Concerns raised by The Field Supervisor
1.
Any problem or issue raised in field placement should first be discussed between the field supervisor and the student.

2. If consultation is still needed, the assigned field coordinator/liaison is contacted.  The Coordinator/liaison may then meet with the field supervisor and student to develop a contract. 
3. If the problem is unresolved at the field coordinator level, a student may make a written formal appeal to the chair of the Department of Social Work within ten (10) days of the failure to resolve the matter informally.

Concerns raised by Field Coordinator/Liaison

1. Issues will be addressed directly with the student by the field coordinator/liaison.  

2. The field coordinator/liaison may then meet with the student to develop a contract which will address the specific concerns and set a time line by which to complete the plan designated in the contract.  The field supervisor will participate in the plan, if appropriate to the problem identified. 

3. If the problem is unresolved at the field coordinator level, a student may make a written formal appeal to the chair of the Department of Social Work within ten (10) days of the failure to resolve the matter informally.

At any point during the internship, poor performance or a single event that is unethical, unprofessional and/or may place clients at risk will result in termination.  This decision is made by the field coordinator/liaison with input from the field supervisor.  However, as agencies voluntarily supervise students, they have the right to terminate an internship with no prior notice if they feel they can no longer work with the student.

Student Review and Termination Procedures

Students are expected to complete all academic and nonacademic requirements for the Social Work Program in the preparation for professional practice. Issues can arise regarding student academic/non-academic performance or conduct which may result in a review of the student’s situation and continuing progress in the social work program. The guiding principles central to ensuring professional competence by all social work students is adherence to a set of values, principles, and ethical standards set forth by the National Association of Social Workers (NASW) and universally accepted by the social work profession. Some of the possible reasons that would result in initiation of the student review and termination procedures are:

1. Academic performance matters, or

2. Nonacademic performance matters in the classroom, field setting, or other relevant locations.

1. ACADEMIC PERFORMANCE

Criteria for Academic Performance Review

Inability, unwillingness, or failure to meet academic requirements may result in the initiation of the student review and termination procedure. 

The following academic performance issues meet the criteria for academic performance review although are not considered to be inclusive or exhaustive of possible student issues: 

1. Plagiarism, cheating, or any form of academic dishonesty or disruption (refer to Code of Student Conduct in University of West Florida Student Handbook, or the NASW Code of Ethics).
2. Failure to maintain a 3.0 GPA (MSW).
3. Failure to follow course sequencing as scheduled and/or advised, unless other arrangements were made and approved in writing by the MSW program coordinator, the field coordinator, or the chair of the Department of Social Work. 

4. A failing grade for any semester of the field practicum.

2. NONACADEMIC PERFORMANCE

Students are expected to demonstrate professional conduct and attitudes in all parts of the social work program. Possible nonacademic performance issues include, but are not limited to conduct that is inconsistent with or a violation of the Code of Ethics of the National Association of Social Workers and/or the university code of conduct 

Criteria for Nonacademic Review

Inability, unwillingness, or failure to meet generally accepted professional guidelines of professional conduct, personal integrity, or emotional stability may result in the initiation of the student review and termination procedure. The following nonacademic performance matters include, but are not limited to, inappropriate or disruptive behavior toward colleagues, faculty, staff, field supervisors, clients or others within the social work program, university, field placement, or affiliated organizations.

1. Inability, unwillingness, or failure to:

· Respect and/or promote the clients' right to self-determination.

· Provide clients with the opportunity for informed consent.

· Provide services within the boundaries of their competence, utilizing supervisory consultation as guidance.

· Respect human and cultural diversity.

· Respect clients' right to privacy and confidentiality in accordance with professional ethics, Florida statutes, university, or agency policy.

· Treat fellow students, colleagues, or supervisors with respect.

· Maintain the confidentiality of fellow students, colleagues, or supervisors.

· Use practice skills or interventions that fall within the range of accepted and relevant practice.

· Demonstrate appropriate interpersonal boundaries, self-awareness, self-containment, or self-control, which are abilities and attributes essential for professional social work practice.

· Report suspected child abuse, family violence, elder abuse, or threatened harm to self or others as required by Florida statute.

2. Entering into a dual relationship with clients or failing to disclose a conflict of interest.

3. Behavior in the classroom or field activities, which causes a disruption in the learning of other students or in the service of clients.

4. Entering into a sexual relationship or sexual activity with clients, whether consensual or forced.

5. Use of disrespectful or derogatory language in written or verbal communication with or about fellow students, colleagues, or supervisors.

6. Soliciting fees or payment for services rendered while in the role of student social worker.

7. Exploitation of clients who lack the capacity to make informed decisions.

8. Not taking adequate steps to address or remedy personal problems, psychosocial distress, substance abuse, or mental health impairment that interferes with practice effectiveness or classroom learning.

9. Unethical or criminal conduct that interferes with competent performance as a social work practitioner or may potentially compromise the safety of others or client services.

10. Private conduct that interferes with the ability to fulfill student responsibilities or that represents dishonesty, fraud, deception, or falsification.

11. Acts or threats of physical violence or verbally abusive behavior toward fellow students, colleagues, or supervisors; or acts which may threaten the safety of same.

12. Failure to comply with all agency and Department of Social Work policies and procedures (e.g., physicals, drug screens, HIV testing, liability insurance, dress and appearance codes, immunizations, fingerprinting, and criminal background checks).

3. INITIATING A STUDENT REVIEW AND TERMINATION PROCEDURE

Who can initiate a concern about a student? 

A student, client, supervisor, field supervisor, colleague, or faculty member who observes or has knowledge of any of the above academic or nonacademic performance, conduct issues, or any other behaviors which appear to interfere with professional social work education or practice, may bring the issues to the attention of the chair of the Department of Social Work.  

Process

1. The student and faculty member (or other e.g. field supervisor) should attempt to resolve the matter in a mutually agreeable fashion.

2. If the problem is unresolved at this level, a student may make a written formal appeal to the chair of the Department of Social Work within ten (10) days of the failure to resolve the matter informally. The written appeal should include a description of the nature of the issue and a summary of previous resolution efforts. The chair of the Department of Social Work may refer the appeal to a designated student review and termination committee by notifying the chairperson of the student review and termination committee.

3. The student review and termination committee will arrange for a meeting with the student to address the appeal within ten (10) working days of notice by the chair.

4. Members of the faculty involved with the identified issue may be required to meet with the student review and termination committee. 

5. The student may choose to bring a personal advocate or advisor (not legal representation) to this meeting provided the student notifies the committee within five (5) working days prior to the meeting of the name of the advocate and the role to be served by the advocate at the meeting.  The student may confer with his/her personal advocate or advisor, verbally or in writing, during the student review and termination committee meeting but may not speak for the student or represent the student to the committee.
6. The student review and termination committee meeting will convene and present written recommendations based upon their findings to the chair of the Department of Social Work within five (5) working days of the meeting.

7. Written notification of the chair’s decision will be sent to the student within five (5) working days of receipt of the recommendations of the student review and termination committee.  Possible actions by the chair include:  

· A determination that the matter is so egregious as to warrant immediate termination from the program;

· Referral of the matter to the MSW or Field Program Coordinator to create with the student a plan for remediation of the problem.

If satisfaction is not achieved at this level, the student may make a written appeal to the dean of the College of Professional Studies.
Rules governing remediation plan

1.    A time line will be developed for completion of the plan.

2. The agreed upon plan will be put into written form and signed by all parties.  A copy will be given to all participants and placed in the student’s file and given to the chair of the Department of Social Work.

3. The plan will be monitored and reviewed by the individual designated by the committee and assessed for progress and completion of requirements.

4.  If the student does not successfully meet the requirements specified in the plan, the student will be dismissed from the program.  The student will be notified of this dismissal in writing by the chair of the Department of Social Work.

5. This procedure does not apply to automatic dismissals for failure to maintain sufficient academic progress.

6. If satisfaction is not achieved at this level, the student may make a written appeal to the Dean of the College of Professional Studies as outlined in the student handbook.
NOTE: The Department of Social Work will comply with the Florida Statute 228.093 regarding confidentiality of student records.

Student Review and Termination Committee Membership

The membership of the student review and termination committee is determined by the chair of the Department of Social Work using the following guidelines:

(1) The chair will assign a chair to the committee.

(2) The coordinator of field education or designee and a member of the field advisory committee will serve on the committee if a field practicum issue is brought to the committee.

(3) A student representative from the Department of Social Work in either the second year of the MSW program or a senior in the BSSW program will serve on the committee.

Prohibition of Harassment

Harassment is prohibited whether on the basis of race, color, religion, sex, national origin, age, physical handicap, marital status or veteran status. Harassment is defined as conduct that unreasonably interferes with an employee or student’s status or performance by creating an intimidating, hostile or offensive working or education environment. Sexual harassment is defined as unwelcome or unsolicited sexual advances, requests for sexual favors and other verbal or physical conduct of a sexual nature.

Any student believing that he or she has been discriminated against may bring a complaint under this procedure to the Office of Human Resources, building 20E or the Dean of Students Office, building 21.

Sexual harassment is a form of sexual discrimination prohibited by Title VII of the Civil Rights Act of 1964.  Whether the harassment comes from the field supervisor, fellow student, or any other agency employee, it is destructive to the learning and working environment and adversely affects students’ performance in their practica.  If the agency has no sexual harassment complaint policy, students may discuss concerns with the field education office.  If the problem cannot be resolved at that level, students may make complaints directly to the UWF Office of Human Resources, building 20E or the Dean of Students Office, building 21.

Student Evaluation of Field Practicum

The student is required to prepare a written evaluation of the field practicum experience and field placement site and submit it to the integrative field seminar supervisor at the last class of the integrative field seminar.  Only the student is required to sign this evaluation, but students are encouraged to share these evaluations with their field supervisors as it may assist them in planning and improving future field placement experiences

APPENDIX A

DOCUMENTATION

Documentation in social work cases is a critical aspect of social work practice.  The purpose of documentation includes, but are not limited to:

· Organizing the worker’s thoughts and actions

· Documentation of social work activity



· Teaching

· Continuity of service

· Payment from third-party payers

· Quality assurance

· Supervisory review

· Interdisciplinary communication

· Part of eligibility requirements

· Research

· Agency defense in legal actions

· A therapeutic tool to be used with the client

· Statistical reporting

CASE FILES

A client’s case file is a history of all background information about the client as well as experiences that have transpired between the agency and client.  Documentation common to most case files include: an intake form, psychosocial assessment, psychiatric evaluation, confidentiality agreement, treatment plan, case/progress notes, release of information form, and all other forms signed by the client. 

Once written material is filed in the case file, it should not be removed.  There should be no obliteration of entries by erasures, white-out, or pasting over.  Instead, if a mistake is made, a single line is drawn through the incorrect information, and the word “error” and the worker’s initials are written above it.




Error sr


Example: wrong

Materials that are inappropriate to include in a client’s file are: materials that could be construed as incriminating to either you or your client and materials that could easily be misinterpreted by outside sources.

Case/Progress notes should include the following:

Date

Location



· Length of session



· Type of session

· Who attended

· Next appointment

· Phone activity

· What was discussed

· Interventions


· Results of tests, measures

· Reports of abuse, neglect, violence, self-injury

· Evaluation of client’s safety

· Clinical impressions

· Plan for continued services

· Referrals

Reports you make to other agencies (e.g., DCF, DJJ)

· Your signature (full name and credentials; must be legible)

There are various types of formalized case/progress note formats.  Two of these are:

1. SOAP Progress Notes

2. BIRP (Behavior, Intervention, Response Plan)

An example of a SOAP Progress Note follows:

Recording Format: (S)
Subjective – 


What you HEAR





 (O)
Objective – 


What you SEE






 (A)
Assessment – 


What you THINK




 (P)
Plan – 



What you DO

S—Client discussed his substance abuse and criminal justice involvement.  Reports feeling not in need of treatment stating, “I don’t have a problem.  I don’t know why my probation officer sent me here.  I’m not like the rest of the people here.”  

O – Client appeared somewhat agitated and nervous, frequently shifting in his seat and        maintaining intermittent eye contact.

A – Client appears to be minimizing his substance abuse and problems related to such.  He is experiencing difficulty in adjusting to a structured environment.  However, client has been compliant with program rules this past week and appears to be making an attempt to bond with some of his peers.

P – Continue to build rapport with client by encouraging him to express his feelings of           needing treatment in group and completing the “Who Am I” exercise within the next two weeks.



_________________________________

Your Signature, B.S.W., M.S.W. Intern  

                                                              
(Use full signature; no abbreviations)

Process Recording

Process recording is a specialized and highly detailed form of documentation that records everything that takes place in an interview using an “I said” then “client said” format.  In effect, the process recording records everything that would have been captured during an interview if a tape recorder or video camera had been monitoring the interaction.  Process recordings allow field supervisors to monitor the student’s functioning and to identify areas of strength as well as those areas needing improvement. 

	SAMPLE PROCESS RECORDING

	VERBATIM

ACCOUNT
	FEELINGS
	COMMUNI-CATION           SKILLS
	PHASE
	ALTERNATIVE

STATEMENTS
	FIELD SUPERVISOR’S

COMMENTS

	SW: What brings you here today?

Ct: I was at the emergency room because I broke my arm, but they said they couldn’t do anything more for me so they sent me here.  

SW: Are you feeling depressed?

Ct: Yes I am

Ct: I recently had 

to put my two dogs to sleep.  One got hit by a car and one was very old. 

(She began to cry).  

SW: It’s sad when you have to do that.

Ct: Yes, I’m very depressed.
	Curious.

I felt a little frustrated because

I had read her chart and knew she was hospitalized for depression.  From her response, I felt she wasn’t going to come out and say it. 

Sad – I wanted to change the subject because it was making her cry.
	Open-ended. Probing

Close-ended.

Exploration of feelings.

Empathic
	Work Phase

Work Phase
	“How are you feeling today?”

I went into the work phase too quickly.

“Why do you think 

they sent you 

here?”

When she said she was depressed, I should have said something encouraging like, “We’re here to help you with that.”
	Could follow-up with specific questions about injury.  Don’t fit intervention to diagnosis, let it flow.
Depressed? How long? Causes? 

Symptoms?

Treatment?

Could follow up on losses in her life, why uncomfortable with crying.  It’s a kind of communication or 

self-expression.

Why is she crying?


Summary Recording

Summary recording differs from process recording differs in that summary recording shows what happened; process recording shows how it happened.

I.     Purpose of Interview
       A clear, concise, specific statement in relation to the purpose of the interview.

Should show relatedness between this and previous interview and reflect awareness of agency function, client capacity, and motivation.

II.    Observation
General impressions of both physical and emotional climate at the beginning of the interview and, more specifically, its impact upon the client.  This requires the student to describe and reflect upon his/her feelings and attitudes that he/she brings to the relationship which may have contributed to the emotional climate of the interview.

III.  Content
This part of the recording should be devoted to the actual description of the interaction between the student and the client during the interview.  The content should focus upon the most significant and pertinent information and interactions.  The following should be included:

1. A description of how the interview began.

2. Pertinent factual information and responses of both the client and the student.

3. The feeling content of the interview, as it occurs, both on the part of the client, the student, as well as the student’s handling of these feeling responses.

4. Notes on the agreed upon plans for client’s preparation for the next interview, and a description of how the interview ended.

IV. Impressions
Through impressions based on the facts, students develop diagnostic thinking, integrate course content, and gain understanding of interaction.  This requires assessment of what occurred during the interview and some understanding of the process.  Attempts should be made to integrate and to demonstrate efforts towards integration of classroom material and theory in practice.

Utilize hindsight in thinking through your role and use of self in the interview so as to better enable the client to become involved with you in a purposeful manner.  Evaluate your effectiveness about your casework skills and techniques in the interview. Evaluate whether your purpose was accomplished and, if indicated, explain why your purpose was not accomplished, as well as your plan to deal with obstacles to goal attainment. 

V.   Worker’s Role
This section should include the student’s highlights of his/her own involvement during the interview and should reflect use of casework skills and practice techniques.

VI. Plan
This section consists of a brief statement of plans for the next interview that you and your client have made together, as well as some of your mutual thoughts about the long range goals for the client’s achievement of his/her objectives.  Show how these plans may or may not seem logical or realistic to you.

Psychosocial Evaluation

A psychosocial evaluation provides information about the client’s stressors, strengths, supports, functioning abilities, and coping skills.  It is based upon information provided by the client, family and significant others, as well as involved agencies.  An outline of a psychosocial evaluation of an adult client is presented: 

IDENTIFYING INFORMATION:


Name, birth date, age, race, sex, marital status, occupation/ employment/ disabled/ retired. If married, name of spouse, age, race, occupation/ employment/ disabled/retired. Children including name, age, sex, and location.


SOURCES OF INFORMATION:


Identify the primary informant(s) for the history interview, and if, other than the client, the relationship of the informant(s) to the client. Indicate other sources of information: psychological testing, medical consultations, school records, records of previous treatment or evaluations, and interviews with significant others.

REFERRAL SOURCE AND PURPOSE OF REFERRAL:

The source and reason for the client’s referral should be described, along with events immediately precipitating the referral (why now?). Indicate perspective of client as well as significant others in problem definition.

PROBLEM HISTORY:


Describe the onset and history of the problem(s) including previous symptoms:  What are the indicators or manifestations of the problem(s)?  Where and when do the problematic behaviors occur?, What is the frequency of the problematic behaviors?,  What is the duration of the problem?, and  What persons or systems are implicated in the problem(s)?

Describe the current stressors and their severity.  Describe previous efforts to cope with the problem(s) and previous treatment efforts.  Include information about any previous psychiatric hospitalizations and other agency contacts.  What are the required skills necessary to resolve the problem?

FAMILY HISTORY:

Describe the family of origin (for adults), parental history including information about parents’ marriage, intrafamilial, and extended family relationships.  Identify and discuss any significant losses.  What is the country of origin?  What languages are spoken? Discuss the impact of any ethno cultural, societal, and social class factors, as well as any acculturation issues. 

Describe any family history of psychiatric illness in the family, hereditary or congenital medical illnesses, and drug or alcohol use/abuse.  Discuss the family dynamics and their relationship to the presenting problem.  (Address these areas as they relate to the client’s present situation by providing a contextual basis for understanding).
MEDICAL HISTORY:


Briefly summarize relevant significant physical health, medical, and surgical history, including information about the client’s current state of health.  Note current medications being taken as well as any medications taken on a long-term basis and possible side effects. Indicate if any known significant family medical problems. Describe health coverage. 

DEVELOPMENTAL HISTORY:
Include information that would enhance an understanding of the present problem, as well as the client’s personal resources.  Discuss the developmental state or life transition that is involved in the presenting problem /situation?

Possible areas for exploration include: condition of mother’s pregnancy with the client, including whether planned or unplanned pregnancy, labor and delivery, early adjustment, feeding/sleeping history, achievement of developmental milestones, early socialization experiences (e.g. parental discipline, anxieties, fears, habits, sibling relationships, adjustment to new situations and persons, temper tantrums, any incidents of fire-setting and/or cruelty to animals), sexual development (e.g. puberty, menarche -- for females), dating experiences, and sexual activity. Inquire about interests and hobbies as child/adolescent, as well as strengths and weaknesses.  Ask about drug and alcohol experimentation/use, its relevance to presenting problem.  Ask about physical and sexual abuse its occurrence, and its affect on client’s functioning.  

EDUCATIONAL HISTORY:


Indicate grades completed and repeated, academic degrees, special education, tutoring, vocational training, as well as extracurricular activities, including sports.  Describe any learning problems, hyperactivity, and attention deficit problems. Discuss client’s attitude toward learning, and relationships with teachers and peers.  

SOCIAL HISTORY:


Discuss client’s marital history, sexual history, and history of interpersonal relationships outside the home.  Describe current interaction with parents, siblings, spouse, and children.  Discuss client’s religious affiliation, church involvements, and spiritual beliefs.  Assess the client’s support networks, diversity of personal outlets, and ability to access services.

WORK HISTORY:

Discuss client’s work history and attitude toward work.  Indicate client’s current income, specifying if the income is sufficient to meet basic needs.  Comment on client’s satisfaction with type of work and work performance, as well as relationship with supervisor and co-workers, if relevant.

MILITARY HISTORY:


If applicable, indicate client’s years in service, branch of service, rank, type of discharge, retirement date, and present military status. For adult clients who served in war situations, explore the impact of military service on their functioning and/or their family. For clients who have served in the military, or whose parents or guardians have served in the military, explore the frequency of family moves and caretaker absences, as well as its possible impact on the family.     

LEGAL HISTORY:


If applicable, describe client’s involvement with the legal system as a juvenile, and if this resulted in protective care, foster home placement, counseling, or incarceration.  Possible areas to explore include: jail record, impending court charges, or treatment in lieu of time served. Discuss present court involvement, if any, as well as its possible impact upon treatment. 

ASSESSMENT/IMPRESSIONS:


Summarize the client’s problem(s), situation and symptoms, needs and motivation to work on target problem(s), and identify relevant environmental supports and impediments. Provide general impressions of what is occurring in the life of the client.  Possible questions to consider are: What are client’s unmet needs or wants involved in the problem(s)?, What is client’s emotional reaction to the problem?,  What meanings does the client ascribe to the problem?,  How has the client attempted to cope with the problem(s), what are the required skills necessary to resolve the problem?,  What are the coping skills, emotional resources, and strengths of the client?,  What are the client’s historical patterns of behavior under stress, relevant personality characteristics?, and What external resources are needed by the client to cope with presenting problems?  

PLAN:


Describe plans for further direct intervention, services recommended, relevant referrals, and plans for follow-up by social worker.  Specify recommended action plans for client and family.

_______________________________

__________________________

Social Worker’s Name (Print) 

Social Worker’s Name (Signature)

_______________________________

_____/_____/_____

Agency/Work Location



  Date

Appendix B  

B.  CRISIS ASSESSMENT AND INTERVENTION

In general, a crisis is an event or occurrence that serves as an obstacle to a person and overwhelms his/her capacity to cope in a usual manner.  Common examples of crises include hazardous events or traumas and significant life transitions such as the loss of a loved one.  Crises, however, can take many forms.  While some crises are emergencies, not all crises fulfill this definition.  Moreover, the same crisis can have differing meanings for different people.  The following is a guide to general crisis intervention as well as to specific crisis situations that social workers commonly encounter.

General Crisis Intervention

The Crisis Intervention (CI) approach is a time-limited, general intervention.  It begins with a brief period of recognition and support for the client’s feelings followed by a constructive response to the situation, including explanation of crises and stress (the nature of crisis/stress, how crises affect people) and the development of a coping plan. The final phase of CI involves aiding the client in returning to independent, usual functioning.  Due to the short length of CI, assessment generally occurs at the same time the social worker is attempting to alleviate the client’s emotional distress.  The following is one model of CI:

SAFE-R Model of Crisis Intervention

· Stimulation reduction

· Remove the client from the immediate situation (if the client is seeing you, this step is often already taken)

· Acknowledgement of the crisis

· Ask the client about the situation and how they are feeling

· Facilitation of understanding and normalizing symptoms/reactions

· Explanation of basic concepts of crisis, stress, and stress management;  

Develop coping plan.

· Restoration of independent functioning promoted OR assist client in obtaining higher-level care (hospitalization)

In crisis intervention, it is important to acknowledge the client’s thoughts and feelings without going as deeply into them as you would in on-going therapy.

Suicide

Every year there are over 31,000 deaths attributed to suicide.  According to the National Center for Health Statistics, suicide rates are highest among people age 65 and older.  Suicide is the third major cause of death among U.S. adolescents and the second major cause of death for white males ages fifteen to twenty-four.  These figures reflect only known, successful suicides.  It is estimated that the number of attempted suicides is eight to ten times larger.

Statements of suicide and suicidal gestures must be taken seriously and thoroughly evaluated.

ASSESSING SUICIDALITY

Clues to Suicide:

Predictors of suicide include verbal, behavioral, and situational clues.

Verbal Clues
· Direct Statements: such as “I’m thinking of killing myself” or “I’d be better off  dead”

· Indirect Statements:  “You won’t have to worry about me anymore” or “I’m fed up with everything”

· Hinting of Death:  Joking about death.  Saying goodbye to significant others

Behavioral Clues
· Changes in behavior or mood

· Changes in eating or sleeping routines

· Self-destructive acts, high risk-taking activities, or accidents

· Increase in alcohol or drug use

· Giving away personal items

· Making or changing a will

· Isolating from family or loved ones

· Death themes in writing or artwork

· Listening to sad music or the same song repeatedly

· Making others angry so they will stay away

· No longer touching others or liking touch (i.e. withdraws from touch when did  not previously)

· Nervous touching of neck or wrists

· Posture resembling fetal position

Situational Clues

· Previous suicide attempts

· History of suicide attempts in family

· Any major change in person’s life, good or bad

· Gender: males are four times more likely to complete suicide than females

· Age: 45+

· Marital status: widowed, separated, divorced, or never married have higher suicide rates

· Death of a loved one, especially spouse

· Recent losses (relationships, employment, status)

· Social isolation, especially from family or friends

· Financial difficulties

· Chronic physical illness

· Mental disorders

· Substance abuse

· Depression (persons who express feelings of helplessness, hopelessness, worthlessness, loneliness, or guilt should be given special attention)

· Change in environment (even from one ward to another within an 
institution)

· Access to weapons

Assessing Risk:
Contrary to popular myth, talking with your client about suicidal thoughts will not give them permission or encourage them to commit suicide.  Remember, this may be a matter of life or death—DO NOT MINIMIZE YOUR CLIENT’S FEELINGS!  Be direct, maintain eye contact, and ask questions such as:
· You certainly appear depressed.  Feeling this miserable, have you found yourself thinking about suicide?”

· “Are you considering hurting or killing yourself?”

· “Have you been thinking of committing suicide?”

If they respond positively to such questions, ask additional ones:

· What is the frequency of suicidal thoughts?

· Does the client have a plan? 

· If they do have a plan, assess it

Assessing a Suicide Plan:

The acronym S-L-A-P may be used to evaluate suicidal plans.

S (Specificity of Plan)

L (Lethality of Method)

A (Availability of Proposed Method)

P (Proximity of Social or Helping Resources)

The more specific the plan, the greater lethality of the method, the quicker the person could implement the plan, and the further a person is from helping resources, the greater the inferred risk.

Evaluating Overall Suicide Risk:
The SAD PERSONS scale may be used to evaluate suicidal risk.  Suicidal risk is assessed on a 1-10 point scale; assign one point for each risk that applies to your client:

Recommended Decision-making Guidelines:

· 0-2     
Send home with follow-up

· 3-4    
Close follow-up; consider hospitalization

· 5-6     
Strongly consider hospitalization

· 7+ 
Hospitalize or commit

Assign one point for each condition:

· S (Sex) - Male

· A (Age) - <19 and >45

· D (Depression)

· P (Previous Attempt)

· E (Ethanol Abuse-Alcohol)

· R (Rational Thinking Loss)

· S (Social Supports Lacking)

· O (Organized Plan)

· N (No Spouse)

· S (Sickness)

Assessing Suicide with Children and Youth:

The strongest risk factors for children and youth are substance abuse, aggressive or disruptive behaviors, and depression.  Additionally, feelings of loneliness, hopelessness, and rejection as well as the experience of a loss, humiliation, or trauma of some kind often accompany suicidal ideations in youth.

If several of the following symptoms are observed or reported, a suicide assessment is vital:

· Depressed mood

· Family loss or instability; significant conflicts with parent(s)

· Frequent running away or being incarcerated

· Withdrawal from family and friends

· Aggressive, impulsive behavior; frequent expressions of anger

· An unplanned pregnancy

· Substance abuse

· Expressions of suicidal ideations, or, during times of sadness or boredom, talk of death or the afterlife

· Difficulties surrounding sexual orientation

· Decreased or lack of interest in activities usually found pleasurable

Assessing Suicide with Older Adults (>65)

Older adults have twice the rate of suicide than any other age group, especially if they suffer from a chronic condition.  Moreover, these adults are more successful in suicide as they tend to use more lethal methods.  

The strongest risk factors for adults over 65 years old are:

· Male

· Social Isolation

· Financial difficulties

· Terminal or chronic illness

· Bereavement

· Substance abuse

· Depression

· History of prior attempts

· Family history of suicide

· A preoccupation with talk of suicide and suicide plans

INTERVENING WITH A SUICIDAL CLIENT

· Follow agency policy and procedures
· Notify your field supervisor, task supervisor, or appropriate staff
· Remain calm
· Be supportive:  Focus on positive coping skills which one has used in the past; identify person’s positive qualities.
· Focus on the immediate crisis:  Identify the problem, remain objective, help person evaluate the situation
· Identify the loss:  Help person identify what is causing excessive stress
· Latch on to the will to live:  The very fact that the suicidal person reached out to you almost always indicates ambivalence about wanting to die; concentrate on that part of him/her that clutches at life.
· Don’t get into a debate:  Avoid arguing about the philosophical values of life vs. death; don’t use clichés like, “You have so much to live for.”  Offer objective and empathic support.  Do not minimize suicidal feelings.
· Suggest feasible options:  A suicidal person may be blind to anything but the immediate crisis; life has its ups and downs and the person may have hit his/her lowest emotional point; the suicidal person has probably been “up” before and will probably be “up” again.  This sense of history can be pointed out and used beneficially.
· Do not give direct advice:  Help client clarify his/her feelings and gain an objective perspective.
· Remember that you can breach confidentiality if it is necessary to protect the patient from harm (see public law section for more details).

Contracting with Clients:

Social workers frequently “contract” with clients, who do not meet the criteria for hospitalization, to not hurt themselves.  This “no-suicide contract” also outlines supports to contact if the client does feel like hurting himself/herself.

An example of a “No-Suicide Contract” is as follows:

Date:  _______

I agree to not harm myself including accidental or self inflicted damage or injury, at least until the next meeting with this social worker at which time I will renew the contract if necessary.  In the event that I feel like hurting myself or putting myself in a dangerous situation, I agree to talk with _______ (name of responsible person) and to contract with them to remain safe.  If _______ (responsible person) is unavailable, I will call __________ (name of another responsible person).  If no one is available, I agree to call a suicide and crisis hotline at ​​________   (phone number) and speak with someone until I am sure I can be safe.

________________________                ________________________



Client’s Signature


            Social Worker’s Signature

Homicide/Violence

ASSESSING HOMICIDALITY/VIOLENCE

Assessment of homicidality follows many of the same guidelines as assessing for suicidality.  As such, when assessing a client for either suicidality or homicidality, a clinician often will ask about both impulses, “Have you recently felt like you wanted to kill yourself or someone else?”  The following are vital factors to consider in assessing violence in a person:

· History of violence

· Demographics—more common with males; late teens/early 20s

· History of substance abuse

· Stability of residence

· Work history—unstable work history is a risk factor

· Availability of victim—most violent crimes are committed against people known to the perpetrator

· Substance use/abuse

· Stressors (including relationship or financial problems)
· Details of a plan to harm someone else—means, lethality, and availability of method)

INTERVENING WITH HOMICIDAL/VIOLENT CLIENTS
· Follow agency policies and procedures

· Notify your field supervisor, task supervisor, or appropriate staff
· Protect yourself:  Refer to safety procedures outlined in this manual

· Duty to warn:  Can breach confidentiality if it is necessary to protect the patient or others from harm (see public law section for more details).

· Be supportive
· Common procedures taken with a homicidal client include:  hospitalization, intensifying treatment, warning the potential victims, and notifying the police.

Contracting with Clients:

Often, social workers “contract” with a client, who does not meet criteria for hospitalization, to not hurt others.  This “Homicide/Violence Contract” also outlines supports to contact if he or she does feel like hurting someone else.

An example of a “Homicide/Violence Contract” is as follows:

Date:  _______

I agree to not use any type of violent behavior no matter how angry I become or justified I feel.  In the event that I have an impulse to act out violently, I agree to remove myself from the situation and use cooling down exercises to calm myself down.  I agree to also contact _______________(a responsible support person’s name) to let them know my feelings, and my need to use the exercises, and tell them when I have calmed down.  My cooling down exercise may include ____________ (put some exercises that have been identified as helpful).

If I have done all of these things and continue to feel like acting violently, I agree to call a crisis line at ________  (phone number) and talk with someone until I feel calm and in control of these impulses.

___________________                     ________________________

    Client’s Signature
                              Social Worker’s Signature

Substance Abuse

Substance abuse/dependence in and of itself can serve as a crisis situation for individuals. For example, it can result in legal problems as well as relationship and financial issues.   Moreover, substance use and abuse often increases suicidality and homicidality and may result in the need for medical attention.  Due to these difficulties, it is essential to understand how to most effectively assess and intervene in crises situations involving substance abuse.
ASSESSING SUBSTANCE ABUSE

· Ask direct, matter-of-fact questions regarding the substance use such as “How much alcohol have you drunk?”  “What drugs did you use?” Observe the situation using your sense of sight and smell.  

· Find out the history of substance abuse for the individual as well as family history.

· Legal problems—an arrest record for DUI’s, loss of driver’s license as well as forgery, disorderly conduct, fighting in or around bars, theft, and other illegal activities are often strong indicators of a substance abuse problem.

· Employment/educational history—ask about absences, job changes, firings, current employment, problems with coworkers or supervisors.  Working at a job              below the client’s skill or educational level, absenteeism from work or school, frequent job changes or being fired are all possible indicators of a substance abuse problem 

· Social supports—does the client have a social safety net—do friends/family use substances?

· Relationship problems—have family members or friends complained about the substance abuse?  Is it affecting the key relationships?

· Medical problems—due to substance abuse and in addition to

· If possible (with a release of confidentiality signed by the client), talk with people most familiar with the person’s drug or alcohol habits.

· Use patterns—how much, how often, have they suffered blackouts?

When assessing for substance use/abuse, it is critical to remember that denial of such abuse is quite common.  Alcoholics and drug abusers frequently attempt to conceal their abuse through a variety of methods including arguing, distorting, attempting to intimidate, lying, diverting the questions away from substance use, and verbally attacking the assessor.

In addition to the above questions, there are some common general indications of drug abuse:

· Poor physical appearance, neglect of personal hygiene 

· Atypical attempts to cover the arm—covers needle marks

· Changes in attendance at school or work

· Decrease in usual functioning (work or school performance)

· Use of sunglasses—conceals dilated or constricted pupils and compensates for the eyes’ decreased ability to adjust to sunlight 

· Associating with known drug users/dealers

· Stealing or engaging in prostitution (to get money to support a habit)

INTERVENTIONS WITH SUBSTANCE ABUSE

· Follow agency policies and procedures

· Show nonjudgmental acceptance toward the individual—even in the face of difficult behaviors

· Keep the focus on your questions—not on the client’s attempts at diverting the questioning

· Be prepared to confront denial
· Be direct and seek concreteness
· Be sure to assess suicidality and homicidality/violent urges as they can be influenced by substance use
· Common interventions with substance abusers depending on severity, type of substance, and additional medical and mental health issues include: outpatient treatment, medical detoxification, residential rehabilitation, and hospitalization.
· Remember to focus more on the effect of use on the client’s functioning than on the specific substance use
Grief/Loss

Often, major life transitions evoke crisis situations for individuals.  The loss of a loved one, whether it be through death, divorce, relocation or other such situations, tends to be especially difficult to handle.  Additionally, people encounter other forms of loss, such as job loss, infertility, and relocation, which can cause a great deal of pain and trauma.
ASSESSING GRIEF/LOSS

Grief is the reaction that people have to a major loss.  Symptoms of grief often echo Kubler-Ross’s five stages of grief (denial, anger, bargaining, depression, and acceptance).  However, individuals grieve in very different ways and do not necessarily display all of these symptoms nor experience them in the order given.

Symptoms of grief/loss:

Immediate Reactions (usually in the first few weeks after a significant loss)

Emotional


Physical
                
Behavioral


Shock



Heavy Chest
               
Denial

Release



Empty Feeling
      

Restlessness
Relief



Shortness of breath
      
Crying

Numbness

     
Disorientation

Later Reactions (after the shock has worn off)

Emotional
Physical


Behavioral 

Depression



        Headaches    

 Isolation

Emotional
Physical

Behavioral 

Anger

Chest pains

Insomnia

Guilt                                  
Tension


Over-reactive

Fear
Fatigue
Hypersensitive
Need to relive death

Loneliness                       
Lack of energy


Panic




        Vulnerability to illness

Adjustment 

Emotional
Physical
 Behavioral 

Taking Responsibility

Doing things for oneself     
 Personal growth

Reconstructing ones life
Looking forward
          
 New interests

INTERVENING WITH GRIEF/LOSS

A common definition of the work that individuals must do to deal with a loss (“grief work”) is summarized by the acronym TEAR:

To accept the reality of the loss

Experience the pain of the loss

Adjust to the new environment (without lost object)

Reinvest in the new reality

When working with a person facing a significant loss, keep in mind the following:

· Express caring and empathy

· Support and educate the client regarding the grief process and the context of 

· the loss

· Normalize the symptoms of loss

· Give permission to the individual to grieve

· Create a safe environment in which the client can talk about his/her grief

· Use open and factual terminology; do not be indirect

· Be sensitive to how ethnic/cultural backgrounds, lifestyles, and community ideas may be influencing the grief

Abuse
CHILD ABUSE AND NEGLECT

According to state child welfare agencies, over one million children a year are victims of child abuse and neglect.  These children include youth of all ages, socioeconomic backgrounds, races, and religions.  Child maltreatment “includes actions that result in imminent risk of serious harm, death, serious physical or emotional harm, sexual abuse, or exploitation of a child under age 18 by a parent or caretaker” (Health and Human Services, Florida Department of Children and Families, 2002-2003, myflorida.com).

Indicators of Child Maltreatment:

Neglect:

· Low birth weight and/or stunted growth

· Emaciated appearance

· Lethargy

· Ill-fitting, worn-out, unlaundered clothing  

· Repeated requests for food from teachers, neighbors, and others

· Lack of protective footwear and clothing during cold weather

· Consistently dirty faces and hands as well as disheveled hair

· Frequent runny noses and colds

· Complaints from neighbors about children begging for food or being left alone

Physical Abuse:

· Physical symptoms and frequent bruises (in various stages of healing)
· Scars and wounds from being burned or scalded
· Lacerations around the mouth
· New and old bone fractures
· Head and eye injuries
· Intra-abdominal injuries
· Bite marks
There also can be behavioral manifestations of physical abuse including:

· Distrust and wariness of adults
· Extreme aggressive or passive behaviors
· Apprehension when other children cry
· Trouble with forming relationships 
· Hypervigilant behavior when in the presence of others
· Fear of parents and/or of going home
· Attention deficits
· Clinging and anxious attachments to adults
· Withdrawal and silence
· Inability to play freely and spontaneously
· Aggressive outbursts towards other children
Sexual Abuse:
Immediate Physical Indicators

· Itching or pain in the genital region

· Bleeding or bruising in the anal or genital areas

· Inflamed or swollen vulva, cervix, or perineum

· Stained, torn, or bloody underwear

· Semen around mouth, clothing, or genitalia

Ongoing Physical Indicators

· Continuing injuries to the rectum or genitalia

· Urinary tract infections

· Venereal disease, AIDS

· Chronic stomachaches

· Chronic bowel complaints

· Eating disorders

· Pregnancy

Emotional Indicators

· Guilt/shame

· Depression

· Panic

· Low self-esteem

· Social withdrawal

· Phobias

· Hysteria

· Vague physical complaints

Behavioral Indicators

· Regressive immaturity or pseudomaturity

· Aggressive behavior or excessive compliance

· Difficulties with peers

· Either hypervigilance to being touched or clinging behavior

· Exhibitionist behavior, masturbation

· Sexual abuse of other children

· Running away

· Suicide gestures

· Lying

· Stealing

· Self-mutilation

· Fire setting

· Excessive bathing

· Bedwetting or soiling

· Delinquency

· Age inappropriate thumb-sucking

· Promiscuity

· Prostitution

· Hyperactivity or withdrawal

Intervening with Child Maltreatment:

Reporting Child Abuse

When there are strong indications that child maltreatment has occurred, social workers are mandated by law to report this abuse to the Florida Abuse Hotline.

Steps to take in reporting child maltreatment to the Florida Abuse Hotline:

· Follow agency policy and procedures

· Notify your field supervisor, task supervisor, or appropriate staff

· Have available the following pieces of information:  victim’s name, address or location, approximate age, race and sex any signs or indications of harm or injury, including a physical description, if possible the relationship of the alleged perpetrator to the victim, if possible.  If the relationship is unknown, the report will still be taken if other reporting criteria are met

· You can make the report by telephone at 1-800-96ABUSE (1-800-962-2873), TDD (telephone device for the deaf) at 1-800-453-5145, or fax a written report with your name and contact telephone or fax number and all the information requested above to 1-800-914-0004.

· If the report involves an emergency situation with immediate danger towards the child or other children, use only the telephone hotline to report the abuse.

· Telephone reporters will be told by the hotline whether the information they have provided has been accepted as a report.  Fax reporters will only receive notification if there is additional information needed or when the report does not fall into the jurisdiction of DCF.  As long as you have provided your fax number, if you hear nothing, you can assume your report was accepted.

Important Information about Reporting:

· Confidentiality can be broken in cases of suspected child maltreatment (in order to report the abuse). Please refer to the public law section of this manual for more on confidentiality 
· Remember that it is the job of DCF to substantiate the child abuse.  As a social worker, you are mandated to report child abuse even if you are not 100% positive such maltreatment has occurred.  

· Remain calm
· It does not matter how you receive the information (directly from the child, a parent, teacher, secondhand, third-hand, etc.), you still have to report the abuse
· You are required to provide your name to the Hotline staff.  The reporter’s name is entered into the official record of the report, however, it will be held confidential according to Florida law.
· All child maltreatment reports are confidential and access to the reports is limited
· The hotline is open 24 hours a day, 7 days a week
Frequently Asked Questions about Reporting:

· Does reporting interfere with the therapeutic relationship?

A frequent concern by new social workers is that by reporting abuse they are either (a) breaking their therapeutic bond with the child who was hesitant in telling you about the abuse or (b) breaking their therapeutic bond with the parent or caregiver who is the abuse perpetrator.  While these are valid concerns, it is very rare that your report completely breaks the therapeutic bond.  Instead, the child or parent/caregiver may be upset but, if handled properly, your work with the child and family can continue to be quite effective.

· How can I handle the situation properly so that the therapeutic bond is not        broken?

From the beginning of your relationship with a client, it should be clear to the child and family that you cannot keep confidentiality if you believe there is danger to the child.  Make sure to discuss with your field supervisor, before seeing any clients, how the agency prefers to inform the clients of this policy.  

Additionally, discuss with your field supervisor how the agency tends to approach telling a parent or caregiver who either directly is a client of the agency or their child is that you are reporting abuse to their child (by them or anyone else).  Many agencies recommend that, as long as such a discussion does not pose imminent danger to the child, you tell the parent that you are going to be reporting the abuse.  This helps the clients to continue to trust you as you are being fair and open with the information.

ELDER ABUSE

The Senate Special Committee on Aging estimated that as many as 5 million vulnerable adults are victims of abuse each year.  The National Center on Elder Abuse defines such abuse as “any knowing, intentional, or negligent act by a caregiver or any other person that causes harm or serious risk of harm to a vulnerable adult” (www.elderabusecenter.org).   Elder abuse includes physical, emotional, and sexual abuse as well as exploitation, neglect and abandonment.  It is essential to note that victims of elder abuse are not only elderly individuals.  Instead, elder abuse applies to any vulnerable adults, including infirm or disabled adults according to Florida law.

When there are strong indications that maltreatment of vulnerable adults has occurred, social workers are mandated by law to report this abuse to the Florida Abuse Hotline.

The following are some symptoms that may be indicative of elder abuse occurring.  There may be other indicators of elder abuse not included in these lists.  Moreover, an elder’s report of any physical, sexual, or emotional abuse as well as exploitation, neglect, or abandonment is, in and of itself, a strong indicator of elder abuse.

Indicators of Elder Abuse:

Physical Abuse:


· broken bones, bone and skull fractures

· lacerations, black eyes, welts, bruises, and rope marks

· cuts, open wounds, untreated injuries at various stages of healing, and punctures

· dislocations, sprains, and internal injuries/bleeding

· signs of being restrained, physical signs of punishment, broken      
eyeglasses/frames

· laboratory findings of under utilization of prescribed drugs or overdoses of

        medication

· sudden change in behavior

· caregiver refusing to allow visitors to see the elderly person alone

Sexual Abuse:

· stained, torn, or bloody underwear

· bruises around the genital or breast area

· unexplained genital or venereal infections

· unexplained anal or vaginal bleeding

Emotional Abuse:

· individual acting extremely withdrawn, non communicative, or non-   
responsive

· being agitated or emotionally upset

· sucking, biting, rocking (or other behaviors usually attributed to dementia)

Neglect:

· untreated or unattended health problems

· dangerous living conditions (e.g. no running water or heat)

· dirty or unsanitary living conditions

· malnutrition, dehydration, poor personal hygiene, and untreated bed sores

Abandonment:

· desertion of vulnerable person at a shopping center or other public place

· desertion of a vulnerable person at a nursing facility, hospital, or other similar facility

Financial or Material Exploitation:

· unexplained disappearance of vulnerable individual’s funds or valuables

· sudden changes in  vulnerable person’s bank accounts

· inclusion of additional names on the vulnerable person’s bank signature card

· unauthorized withdrawals of vulnerable person’s money using the elder’s ATM card

· despite availability of financial resources, substandard care is being provided and/or bills are unpaid

· abrupt changes in financial documents, including a will

· provision of services that are not necessary

· forgery of vulnerable person’s signature for the titles of his/her possessions or for financial transactions
· the sudden appearance of relatives previously uninvolved who are claiming rights to the vulnerable person’s possessions and affairs

· unexplained sudden transfer or assets to a relative or unrelated person

Intervening with Elder Abuse

Reporting Elder Abuse

Steps to take in reporting elder abuse to the Florida Abuse Hotline:

1. Follow agency policy and procedures

2. Notify your field supervisor, Task Supervisor, or appropriate staff

3. Be prepared to provide the following:

· victim name, address/location, approximate age, race and gender

· physical, behavioral, or mental indications that the person is disabled or infirm

· description of the physical or psychological injuries sustained

· the relationship of the alleged perpetrator to the victim.  If you do not know the relationship, a report will still be taken as long as the other criteria are met.

4. You can make the report by telephone at 1-800-96ABUSE (1-800-962-2873), TDD (telephone device for the deaf) at 1-800-453-5145, or fax a written report with your name and contact telephone or fax number and all the information requested above to 1-800-914-0004.  You can also leave a voice mail message when all other lines are busy at 1-800-770-0953; you have five minutes to leave the information.  

5. If the report involves an emergency situation with immediate danger towards the elder or other vulnerable adults, use only the live, telephone hotline to report the abuse.

6. Telephone reporters will be told by the hotline whether the information they have provided has been accepted as a report.  Fax reporters will only receive notification if there is additional information needed or when the report does not fall into the jurisdiction of DCF.  As long as you have provided your fax number, if you hear nothing, you can assume your report was accepted.  Voice mail messages will not be confirmed unless you leave a fax number. 

Important Information about Reporting:

· Confidentiality can be broken in cases of suspected elder abuse (in order to report the abuse); please refer to the public law section of this manual for more on confidentiality 
· You are required to provide your name to the Hotline staff.  The reporter’s name is entered into the official record of the report, however, it will be held confidential according to Florida law.

· All elder abuse reports are confidential and access to the reports is limited

· The hotline is open 24 hours a day, 7 days a week

DOMESTIC VIOLENCE

According to the American Medical Association, over 4 million women are victims of severe assaults by husbands and boyfriends each year.   Females are domestic violence victims at least 3 times more than males.

Florida law defines domestic violence as “any assault, aggravated assault, battery, aggravated battery, sexual assault, sexual battery, stalking, aggravated stalking, kidnapping, false imprisonment, or any criminal offense resulting in physical injury or death of one family or household member by another who is or was residing in the same single dwelling unit” (FDLE).  Domestic violence does not solely have to involve physical abuse.  Instead, it involves a relationship where one person uses a pattern of behaviors to control the other person (or people).  Domestic violence; therefore, includes physical, emotional, and sexual abuse.

Assessing Domestic Violence

Many victims of domestic violence do not see themselves as being abused.  Likewise, abusers often do not see themselves as committing abuse.  

Indicators of Domestic Violence:

· Frequent injuries that are explained as accidents

· Lack of financial resources when an individual is financially stable (e.g. person is employed but has to ask for money from spouse)

· Social isolation from other friends or family

· Decreased participation in activities 

· Resistance to discussing relationship with others

Brief Assessment of Domestic Violence:

· Assess the immediate safety needs of the victim (“Are you in immediate danger?”  “Where is your spouse/partner now?”  “Will he/she be there when you receive medical attention?”  “Do you need the police to be notified?”) 

· If there are children, inquire about their physical safety.

· Assess the history and pattern of abuse.  (“How long has his/her violent behavior been occurring?”  “How long has he/she been hurting you?” “Has he/she hurt or forced you sexually?”  “Has he/she hurt any of your friends, family or pets?”  “Does he/she control your money, children, or activities?”

· Gather information regarding the connection between the patient’s health issues and the domestic violence; assess what the impact of this violence has had on the client’s physical and emotional well-being.  (“How is her/his violent behavior affecting your physical health?”  “How is his/her abusive behavior affecting your mental health?”)
· Evaluate the victim’s current access to support and advocacy groups.  (“What resources have you tried in the past?  What happened?  Were they helpful?”)
· Assess the safety of the client:  Is there a future risk, including death, harm, or significant injury due this domestic abuse?

· Find out about the partner’s behaviors: escalation in severity or frequency of violence, suicide, or homicide threats, substance use, and health consequences of past abuse (“Has he/she ever:  choked or attempted to strangle you?  Stalked you? Threatened to hurt or hurt your children?  Taken your children or you hostage to get what he or she wants?  Threatened to use      or used weapons against you?”  “Are you afraid for your life?”  “Has the abuse gotten worse?”  “Have you ever thought of killing yourself and/or attempted to  do so in the past?”)
Intervening with Domestic Violence

· Follow agency policy and procedures

· Notify your field supervisor, task supervisor, or appropriate staff

· Your overarching goal is to best ensure the safety of your client by supporting them and empowering them to protect themselves.  

· If the client tells you that he/she feels in danger, take this very seriously.

· At the same time, your goal is not to get your client to leave the abuser but, rather, to provide them support and information.

· Listen to your client and respond with validating comments (“You are not alone in trying to figure this out.  I will support your choices”)

· Educate the client about domestic violence.  The following is useful information to provide victims with:  

1.  Domestic violence happens in all kinds of relationships and is common.

2.  Generally, the violence continues and often becomes more severe and frequent.

3. (If the client has children)  Such violence in the home can hurt children.

4. Domestic abuse impacts an individual’s health.

5. Stopping such violence is the responsibility of the perpetrator, not the victim.
· Listen to the client and respond to his/her safety issues:
· Develop and review a safety plan with the client

· Go over how to keep information safe and private from the perpetrator

· Provide the client local, state, and/or national domestic violence 24 hour hotline numbers

· If this is a high risk situation and the client plans to leave, warn him/her that it is safest if he/she leaves without telling the abuser

· Make sure the client has a safe place to go in the event that he/she chooses to leave

· Emphasize the client’s autonomy in making decisions 
· Often, your best intervention is to provide the client with referrals to local domestic violence agencies where they can receive the specialized support, education, risk assessment and safety planning
DOMESTIC VIOLENCE HOTLINES

Florida Domestic Violence Hotline




1-800-500-1119
Florida Abuse Hotline 






1-800-962-2873

(to file confidential reports of child abuse)

National Domestic Violence Hotline



1-800-799-7233
National Child Abuse Hotline




1-800-962-2873
(24 hour help line, providing information, referrals, and crisis counseling)


APPENDIX C
 PERSONAL SAFETY

The School of Social Work wants to make our students aware there are certain inherent risks in any situation requiring contact with the public. While fulfilling the internship agency’s mission of providing services, students must also be aware of the need for personal safety and act accordingly to minimize these risks.  During the internship, students should discuss safety issues along with other issues of infection control, personal injury, and risk assessment. Students with any safety concerns or questions should contact the Office of Field Education to discuss these issues and seek guidance.  Below are some guidelines for personal safety.  Be Aware! 

Guidelines for Personal Safety
It is very difficult to predict when dangerous behavior will occur.  The factors most often considered as predictors are:  history of violent and aggressive behaviors, and abuse of drugs and/or alcohol.  Aggressive behavior may be caused by such things as fear, anger, stress, chemical alteration, need for attention or power, and paranoia.  The important variable is the intent or perceived intent of the individual who appears to be dangerous.  It is important to determine whether the behavior is a personal characteristic or if it is reactive to a particular or current situation.  However, the best protection in threatening situations or actual assault is to err on the side of protecting your personal safety.  

The following problem-solving skills can be useful in risky situations: gather data, evaluate the information, decide on a course or action based on the evaluation, implement it, evaluate the outcome, and adjust accordingly.  This process may occur in    an instant or over a longer period.

The goals of risk prevention and management strategies should be to:

1. Protect the safety of the client, staff, yourself, and others in the environment;

2. Help the individual gain control with the least amount of pain and guilt;

3. Help the individual focus on the source of anger, fear, frustration, etc.

4. Assist the individual to express these feelings verbally rather than in actions.

General Personal Risk Reduction Guidelines
1. Walk with a sense of purpose.  Be aware of body language.

2. Be alert to people around you.  Beware of strangers who approach and speak to you.  Keep at a safe distance and keep moving.

3. Be alert to nonverbal cues while conveying confidence in your actions.  Look aware and unafraid.  Have a strong, independent image and a clear sense of purpose. 

4. Do not walk on streets where people are loitering. Walk on the outside of the sidewalk, away from possible hiding places.

5. Be aware of places such as a store, library, school, and community center that can be used for refuge.

6. Do not carry a purse, bag, heavy notebooks, or briefcases. If you must carry these items, conceal them or use a shoulder bag or backpack to allow free use of hands.

7. Wear sensible appropriate clothing, low-heeled shoes, and minimal jewelry that cannot be snatched off or wrapped around your neck.  
8. Do not give money to people who ask for it.

9. Practice caution with persons who might be:

· Under the influence of chemicals

· Engaging in illegal activities 

· Feeling threatened by your presence, or 

· Feeling threatened by the possibility of your reporting their behaviors to legal authorities.

10. Prior to entering a building, assess safety: sounds of violence (e.g., out-of- control behavior), location of other people and their ability to respond to a call for help, and possible escape routes.

11. Assess multi-story buildings for safety.  If you take the elevator, observe elevator interior before entering.  If the elevator appears unsafe, wait for the next elevator or consider taking the stairs; be aware of who is in the stairwell and how far apart the exits are.  If a suspicious person enters the elevator after you have entered it, exit before the door closes.  Stand next to the control panel.  If accosted, press all buttons.
.         Risk Reduction Guidelines in Field Work

Students should receive a specific orientation to agency policies and procedures related to risk management. If the field supervisor does not provide this orientation, students must ask for it.  Students should also learn about the agency’s informal methods for assessing and handling risky situations.


Each situation is different, but the guidelines that follow may generally apply to the management of potentially dangerous situations in the work area:

1. Address your client by name.  

2. Keep your work area as safe as possible, keeping it clear of items which could be harmful to anyone involved in a physical intervention.  For example, keep objects that can be used as weapons or missiles (ashtrays, scissors, mail openers, hot drinks, paperweights, vases, etc.) away from potentially aggressive clients. 
3. Where possible, alert available staff members that assistance may be needed before entering the crisis situation and arrange a plan to signal for help.  Use panic buttons, hand-held or mounted buzzers, cellular phones, intercoms, etc., if available.
4.  Leave your office door ajar during an interview with a potentially dangerous 

        client.

5. Avoid meeting with clients when you are alone in the office building.  

6. If possible, arrange your office space so that both you and the client have easy access to leave, preferably without entering each other’s personal space. 

7. Maintain a positive, nonjudgmental attitude towards clients. Speak in a soft voice and move slowly. Act calmly.  Keep the “scream” out of your voice.  An emotional or aggressive response to a distraught individual is likely to reinforce that person’s aggression.  Remember people who are violent are often reacting to feelings of helplessness and loss of control.  Therefore, remain calm and in control of yourself.  

8. Recognize signs of escalation, and titrate response to phase of violence: triggering, escalation, crisis, recovery, or post crisis depression phase. Identify those actions on your part, which serve to calm and those that serve to inflame the individual, and act accordingly.

9. Recognize situations that may lead to assault as well as warning signs of imminent attack such as rapid breathing, grinding teeth, dilated pupils, flaring nostrils, choppy speech, and clenched fists.
10.  Remember that increased structure and decreased stimuli can heighten calm and self-control.

11.  Take a non-threatening posture to avoid appearing confrontational, but take a protected posture as well.  This usually means standing slightly sideways to the individual, at a safe distance away from sudden lunges, punches and kicks, with arms and hands held near the upper body for possible quick self-protection.  Avoid a “stare down” by periodically breaking eye contact.

12.  Don’t walk away from the individual who is escalating.  Acknowledge the individual’s feelings and attempt to talk to him/her calmly.  Encouraging the individual to sit down may sufficiently delay or divert the possibility of attack.  Usually a one-to-one situation with available staff at a distance works well.  The most appropriate staff member to be with the individual is the one with the best rapport with him/her, not necessarily the staff with the most authority or rank.

13. Avoid sudden movements or issuing aggressive commands, as these may only inflame the individual.  Whenever possible, allow the individual to make behavioral choices.  Directives or alternatives should be stated concretely and in terms of actions that can be performed immediately.  Depending on the cognitive abilities of the individual, limit-setting may take two forms:   

Direct:    State clearly and specifically the required or prohibited behavior.

Indirect:  Allow the individual to choose between two acceptable behavioral alternatives.                    

14. Do not touch the individual unless you are willing to restrain him/her and only when there is sufficient staff power to do so in a manner consistent with the agency’s “take down” or containment policies.

15. In the event of physical intervention where the individual is placed in a quiet room or in seclusion, the isolation should be as brief as possible.  From these incidences, clients can process their experience, understand and perhaps predict their own violent impulses in the future.

16. If possible, arrange for a security escort or a friend to accompany you to your car in evening or late hours.
Guidelines for Scheduling a Home Visit:

1. Contact family to set up an appointment for a home visit being sensitive to client’s schedules and who will be in the home at the time of your visit.

2. Inquire about pets and take precautions against vicious dogs that could be unchained or let loose.  

3. Ask client for directions or look for directions on the internet (e.g., www.mapquest.com).  Traveling on main roads is recommended.

4. Remember that house numbers may be missing, and additional landmarks might be needed. If necessary, ask the client to meet you at a familiar location and direct you to his/her home.

5. Choose a time of day for the visit that is most safe in terms of daylight and persons at home.

Preparing for a Home Visit

1. Learn as much about the client prior to the visit as possible. Determine if the situation surrounding the home visit resembles previous precipitating events or triggers, or if something in the client’s circumstances that day might increase the probability of violent behavior.

2. If a situation could be dangerous (e.g., situations entailing continuing domestic violence, involuntary removal of a child, or previous threats or assaults to workers), consult first with your field supervisor to formulate a plan to reduce the risk, if possible. The plan might include the use of two workers for the home visit, accompaniment by a police officer, or movement of the meeting place to the office or a public place. 

3. Inform the agency about your whereabouts and itinerary and check in by phone or ask to be called on a prearranged schedule. 

4. If possible, carry a means of calling for help (e.g., cellular phone programmed with agency and emergency numbers, push button emergency signals, or radio).

5. Keep your car in good working order and your gas tank filled. 

During the Home Visit 

1. Notify the client if you will be late.

2. Park in a place that permits quick escape.

3. If you believe you are being followed, drive to a public place (e.g., police or fire station, convenience or grocery store, gas station).

4. When ringing the doorbell or knocking, stand to the side of the door.  Clearly and promptly identify yourself when you arrive, showing identification if indicated.

5. Postpone the visit if conditions are unsafe or interview the client on the front porch or outside foyer.

6. Balance distractions.  Minimize distractions such as visitors or pets, but also permit distractions to increase the family’s comfort level.

7. Sit in a chair from which you could easily arise.  Remember hard chairs can be used as a shield.

8. Be aware that most guns are stored in the bedroom and knives are usually stored in the kitchen.  Leave immediately if the client ‘makes a move’ toward a weapon.  

9. Remember that although the home setting might be more relaxed than the office, the purpose of the home visit is professional.

10. Trust your instincts.  If you feel threatened, take actions to protect yourself by 

      removing yourself as quickly and coolly as possible.

What to do if Attacked or Seriously Threatened at an internship assignment

1. Follow agency procedures to manage the immediate situation and to report the incident informally.      

2. Get any needed medical care. Notify and debrief with your field supervisor.

3. Notify the school (the faculty liaison or the director of field education).

4. Recognize that a physical attack or threatening behavior is frightening and that you may later respond emotionally to the stress.  Seek professional help to address these feelings.

5. Conduct a comprehensive post-incident evaluation with staff, outlining a plan to increase safety, if indicated. 
APPENDIX D

PUBLIC LAWS

Always consult with your field supervisor, task supervisor, or appropriate staff regarding the following issues.  Additionally, familiarize yourself with the agency policy and procedures as they relate to these laws.

Confidentiality

In addition to the ethical obligation social workers have to keep confidentiality (see NASW Code of Ethics), there are strict laws governing confidentiality and privileged communications.  According to Florida law, all communications between licensed or certified social workers and their clients are confidential with the following exceptions:

· When the client agrees to waive confidentiality in writing or
if more than one individual in the family is receiving therapy, when each family member waives confidentiality in writing ex. a client signs a release of confidentiality for the social worker to receive their medical records.   

· When the social worker is a defendant in a criminal, civil, or disciplinary action in which the complaint was filed by the client.  The waiver of confidentiality in this case is limited only to the particular court case or hearing.

· When there is a “clear and immediate probability of physical harm to the patient or client, to other individuals, or to society” (See section 491.0147(3), Florida Statutes).  In such cases, only the licensed or certified person can communicate the information to law enforcement or other appropriate authorities, the potential victim, or appropriate family members. ex. the client is suicidal or homicidal or the client reports child or elder abuse

Duty to Warn

This term refers to a responsibility that social workers and other similar professionals have to break confidentiality if a client or other identified person is in imminent or clear danger.  Duty to warn is alternatively called “Tarasoff,” referring to a California court case that set this precedent.  

In cases where a social worker is made aware of an imminent or clear danger to a client or others, the social worker must evaluate the seriousness of the threat and notify the individual in danger and any authorities in a position to protect that person.  

Florida Mental Health Act

Also referred to as “the Baker Act,” the Florida Mental Health Act sets forth, among other things, how a mentally ill client may be involuntary hospitalized for examination.  Such examination generally involves the client being involuntarily held for up to 72 hours in an appropriate mental health facility.  Because this measure involves the client’s loss of liberty, there are very strict guidelines as to how such an involuntary examination can occur.

A client only can be involuntarily hospitalized if there is sufficient reason to believe that he/she is mentally ill and due to his/her mental illness:

· The client has refused to be examined voluntarily; or

· The client is unable to decide for himself if such examination is necessary; and

· If the client does not receive treatment or care, he is likely to refuse to care for himself or to suffer from neglect.  In this case, the neglect or refusal to care for himself must pose a significant, real, and present threat of “substantial harm” to the client’s well-being.  Moreover, it does not appear that such harm could be avoided via help from willing friends or family members; or

· There is a high probability that without treatment or care, the client will cause himself or others serious bodily harm in the near future, as shown by recent behavior.

The only ways that such involuntary hospitalization may be initiated are the following:

· A court order

· A law enforcement officer may take a client who appears to meet the above criteria into custody and bring him to the nearest receiving facility for an examination

· A physician, licensed psychologist, clinical social worker (licensed), or psychiatric nurse may certify in a written document the client meets the criteria (after having examined the client in the last 48 hours)

The client must be released within 72 hours of admission to the receiving facility unless:

· The client has voluntarily admitted himself or the client has been determined to meet the criteria for involuntary placement, wherein a court hearing is required

APPENDIX E

University of West Florida 

Department of Social Work

MSW Field Application

1. Name: ________________________________ Student Number: _______________ 
Overall GPA ______________ (Latest one to date)
Telephone (home): __________________ Telephone (cell) __________________
Email address: _______________________________

Please check all that apply:

FOUNDATION  YEAR____    CLINICAL YEAR ____ 
ADVANCED STANDING _____ PART TIME _____ FULL TIME____

SEMESTER: ____FALL  ____SPRING  ____SUMMER   

YEAR: _________
2. Is this a work based placement?  ____ yes*   ____no
     If  “yes” you  must submit a work based application  packet  in  addition to this application
3. Address where you will reside during placement: 

_____________________________________________________________

_____________________________________________________________
_____________________________________________________________

City 

COUNTY

State 



Zip

4. Permanent Home Address (if different from University address):

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________
City 

COUNTY 


State


 Zip
5. In Case of Emergency during Field Placement, Contact:

Name________________________

Relationship________________

Phone________________________
6. Do you have access to a car? Yes____ No____

    Do you have a valid driver’s license? Yes____ No____
7. Agencies will frequently ask the field office about a prospective intern’s history regarding substance abuse and/or previous legal involvement, including serious or multiple driving violations. While this does not preclude placement, it is imperative that the field office have this information prior to beginning the placement process. Do you need to discuss these issues with the field office?
Yes____ No____

8. Are you bilingual? Yes___ No___ If yes, what language___________________

How proficient are you? ______________________________________________

9.  Current Place of Employment_______________________________________

     Position Title____________________________________________________

     Days/ Hours Worked _____________________________________________

10. Briefly describe the types of experiences and assignments during previous

internship(s) or social service positions, if applicable:

____________________________________________________________
_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________
11. State your learning objectives for your internship:

_____________________________________________________________

_____________________________________________________________
_____________________________________________________________

_____________________________________________________________
_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

_____________________________________________________________

12. Briefly state your occupational/professional goals:
______________________________________________________________
______________________________________________________________
______________________________________________________________
______________________________________________________________

______________________________________________________________

13.  Field Internship Preferences: Please rank order your 5 preferred interest areas, starting with 1 as your highest preference:

___ Child & Family

___ Mental Health

___ Substance Abuse

___Corrections

___ Schools


___ Child Welfare

___ Military


___ Gerontology

___ Health Care

___ Developmental Disabilities

___ Other (specify)_____________________

14.  If you know of specific agencies where you would like to intern, please list them here in order of preference:

1. __________________________________________________________________

2. __________________________________________________________________

3.___________________________________________________________________

15. Have you applied for the Child Welfare Stipend?  ___ yes   ___no   

If yes, have you had the two required electives? ___yes   ___no   ___ concurrent enrollment with field
16. Please list any Limitations / Special Accommodations which may impact your internship:_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

________________________________________________________________________

My signature below signifies that all information on this application is true and valid. 

___________________________________________ _______________________

Student Signature 




Date
Student Checklist and Application Attachments:
____ Student’s signature on Application 
____ 2 copies of application
____ 2 copies of resume

____ Up-to-date photograph of you (for field file)
____ Photocopy of valid driver’s license

____ Proof of  Liability insurance 
I would like to meet with the Field Director prior to placement: ___ yes   ___ no
FIELD PLACEMENT CONTRACT RESPONSIBILITIES OF STUDENTS
As an applicant for field education, I agree to the following academic contract:
1. To adhere to the Code of Ethics of the National Association of Social Workers.

2. To submit all requested data prior to beginning my field placement
3. To prepare and negotiate specific learning objectives with the faculty field director / liaison and agency field instructor within the first three weeks of placement.

4. To be involved in professional social work development through regular self assessment of my academic and personal aptitude, knowledge, skills and values for a career in social work.

5. To engage in professional social work development through regular supervision and assessment of my academic and personal aptitude and performance.

6. To follow the policies, procedures, programs, and operating standards of the agency and UWF.

7. To regularly attend and actively participate in seminars with assigned faculty which supplement field instructors’ supervision.

8. To act professionally and ethically to maintain confidentiality and to give priority to rights and needs of clients over my own.

9. To complete all documentation required by the agency and UWF.

10. To authorize the field education faculty and faculty liaisons to discuss my progress with other social work faculty members and field instructors.
I understand that if I am admitted to field work and my professional development is not deemed satisfactory by social work faculty and/or myself, either party has the right and the responsibility to request reassessment of my suitability for entry into the Social Work profession.
____________________________________________________________

Student Signature 





Date

Appendix F

University of West Florida

     Department of Social Work

Informed Consent

I hereby give informed consent to the University of West Florida Department of Social Work to disclose to potential field supervisors/agency human resource officers/agencies any information regarding my academic status, field eligibility, previous work/volunteer experience, field interests, age group interests, criminal history, physical/mental disabilities, medical situations, language issues and any other special needs that will assist in the planning of appropriate field education or would be relevant to my performance of social work practice activities.  This information will be provided until a field placement has been successfully secured.  If I consent, the UWF Department of Social Work will not be held liable for any information disclosed to field supervisors/agency human resource officers/agencies.  You have the right to rescind this consent at any time in writing to the University of West Florida / Department of Social Work Office /Field Education Office.

Please initial one below:

_____ Yes, I consent to the release of confidential information to third parties as described above.

_____ No, I do not consent to the release of confidential information to third parties as described above.

Consent Expiration Date: Twelve (12) months after date of signature.

Student Signature: ___________________________________Date: _____________

Appendix G

Acknowledgement of Risk in the Field Placement

MSW Students

This document is designed to inform you of the potential risks associated with a field placement. It is the Department of Social Work’s belief that you have a right to be informed of risks associated with this aspect of your educational and professional preparation, and that with proper  knowledge and preparation, risks can be minimized.

1. Liability Insurance: Professional liability coverage is required for students in field internships. Coverage is available through membership in NASW and other companies. NASW membership applications are available online. An important aspect of professional practice is recognizing the limits of your knowledge and skills and avoiding helping situations that are not within your area of competence. Whenever you have a question about the handling of a particular case or whether a given intervention is appropriate, discuss this with your agency supervisor.

2. Automobile Liability Insurance: If you will be using your personal vehicle in the field, it is recommended that you check with your insurance company for a clear understanding of your coverage. Ask specifically what coverage you have if something happens while transporting a client. If clients are to be transported, an agency vehicle should be used, if available.

3. TB Skin Test (PPD-S): The prevalence of TB in society has seen an increase in recent years. If you anticipate an internship setting that serves populations at risk for TB, it is recommended that you take this test prior to entering the field. Some settings may require this test. You can be tested at the Student Health Center.

4. Client Office Visits: You may have a client in your office that becomes agitated or hostile. It is important that you discuss such matters with your agency supervisor early in your internship to be informed of agency policy and recommended courses of action should such an event happen.

5. Institutional Settings: Mental health and correctional institution settings serve a client

population whose behavior may be unpredictable. It is important that you learn strategies for handling clients whose behavior becomes threatening. Whenever you feel uncomfortable with a client, inform your supervisor. It is acceptable to have your supervisor or another staff person accompany you when visiting such clients.

6. Home Visits: It is not uncommon for social workers in a variety of social service settings to conduct home visits. Such visits do expose you to risks. It is important that all home visits be made with the full knowledge of your agency supervisor -time of departure, time of return, other activities while on the trip, etc. Do not conduct a home visit when you feel uncomfortable or threatened in the situation. Return to the agency and report your experiences to your supervisor.

Beware of dogs or other household pets that might be a threat. Do not make a visit when the presence of alcohol is detected. It may be appropriate for you to make visits accompanied by your supervisor. Do not take risks. Know who to call or what steps to take if you should experience a vehicle breakdown.

7. After Hours Meetings: Some social service settings have activities that occur beyond normal office hours. Be aware of the location or neighborhood where such activities take place, note street lighting, open spaces, shrubs and other growth that might impair vision. It is suggested that you always be accompanied by your supervisor or someone else when going to your car after dark. Don't take risks.

8. Hepatitis B Vaccine: Working with high risk clients means there is a chance of being

exposed to blood-born pathogens; it is recommended that you get this vaccination. This involves a series of three injections over a six month period of time. The second injection is given one month following the first, with the third coming five months later. Given the time requirements for this protection, it is important that you begin immunization at a time that would give you protection when you enter your internship. This series of immunizations can be administered by the Student Health Center. There is a cost for these series.

I have read the above and understand that a field placement may present some risks. I also understand that prudent choices and exercising caution can minimize these risks. I further recognize that it is my responsibility to become informed of agency policy and practices regarding the above situations, and notify my supervisor and / or UWF field director if any concerns arise.

I hereby give my permission to the UWF Division of Social Work to disclose to potential field instructors and agency supervisors any information about me which will assist in the planning of appropriate field instruction or would be relevant to my performance of social work practice activities.

I also acknowledge that I am fully responsible for the compliance of all deadline dates and the acquisition and understanding of all policies, procedures and performance objectives applicable to this field placement. Failure to comply with any of the above will result in my termination from the placement.

_____________________________


__________________


Student Signature 




Date
APPENDIX H
University of West Florida

Department of Social Work

Criminal History Disclaimer

An increasing number of employers, including social service agencies are now requiring that their potential employees, student and volunteers complete criminal background screening checks. It is critical that students applying to the University of West Florida Department of Social Work be informed and takes responsibility for the following:

______
I understand that if there are currently any pending criminal charges against

(initial)
me in any jurisdiction this may make me ineligible for admission to the University of West Florida Department of Social Work and/or an agency placement for field education. Further should I fail to disclose such pending legal action, I understand that the Department of Social Work maybe obligated to take immediate action to terminate me from my program of study as per the Department of Social Work’s Core Performance Standards.

______
I understand that a history of criminal conviction may negatively impact the

(initial)
ability of the Department of Social Work Department of Field Education to place me with an agency for the purposes of completing my field education requirements.

______
I understand that it is my responsibility to disclose information regarding all

(initial)
prior adult convictions and/or criminal penalties to any agency where I may be placed for field education purposes.

______
I am aware that if I fail to be forthcoming with this information, it can result in

(initial)
dismissal from the agency and disciplinary action by the University of West Florida Department of Social Work.

______
I am aware that within the state of Florida a felony history may make me

(initial)
ineligible to become a licensed social worker. (Note: The state reserves the right to deny any individual a license. For further information, please contact the State of Florida Licensing Board for: FL Board of Clinical Social Work, Marriage of Family, Therapy & Mental Health Counseling, 4052 Bald Cypress

Way, Bin #C08, Tallahassee, FL 32399, 850-488-0595).

Print Name

Student Signature

Date

APPENDIX  I
University of West Florida

Department of Social Work

Incident Report

Return within 48 hours of incident to MSW Field education office by mail or FAX
Bldg 86, Room 133, 1100 University Parkway, Pensacola, FL 32514-5751    FAX: 850.474.4332
	Date of Report:
	

	Student Name:
	

	Field Supervisor & Agency:
	

	Date of the Incident:
	

	Describe the incident:
	

	
	

	
	

	
	

	Name of all parties involved:
	

	
	

	With whom have you discussed this incident?
	

	
	

	Resolution (Describe any police involvement, medical intervention, other). 
	

	
	

	
	

	
	
	

	Student’s Signature


	       Field Instructor’s Signature

	Field Office Use Only
	

	Recommendations:
	

	
	

	
	

	
	
	
	
	

	Signature: 
	
	
	
	

	
	
	Director of Field Instruction
	
	Date

	
	
	
	
	

	
	
	MSW Program Director
	
	Date

Personal Safety Incident Report


APPENDIX J
University of West Florida 

Department of Social Work

STUDENT EVALUATION OF FIELD AGENCY

              Foundation Year (


Concentration Year (
Please rate each item on a scale of 1-5, with 5, the highest score, being very satisfactory and 1, the lowest score, being very unsatisfactory.

Agency Name 
	1. Agency resources (staff support, office amenities…) were adequate and allowed me to complete my field responsibilities.
	1       2       3       4       5       



	2. The orientation to the agency included information on safety procedures to minimize personal risk and prepared me to practice in this setting.
	1       2       3       4       5       



	3. This placement offered sufficient and varied educational assignments.


	1       2       3       4       5      



	4. The practice assignments provided me with an opportunity to manage increasing responsibilities and to further develop my social work skills. 


	1       2       3       4       5       

	5. I found opportunities within this agency to explore issues of diversity with clients, i.e., age, gender, ethnicity, disability, sexual orientation, socio-economic status, spirituality, culture.
	1       2       3       4       5       



	6. I found opportunities available in my placement to examine and address social justice issues.


	1       2       3       4       5       

	7. After my experience with this agency I feel better prepared to practice social work.


	1       2       3       4       5       

	8. I would recommend this agency as a field placement to other students.


	1       2       3       4       5       


Comments:

APPENDIX K
University of West Florida 

Department of Social Work

STUDENT EVALUATION 
OF FIELD EDUCATION PROGRAM

                       Foundation Year (                          Concentration Year (
Please rate each item on a scale of 1-5, with 5, the highest score, being very satisfactory and 1, the lowest score, being very unsatisfactory.

Field Education Program
	1. The faculty and staff were accessible and helpful when I needed information or assistance.


	1       2       3       4       5       

	2. The faculty and staff were helpful in attending to field related problems and/or concerns.


	1       2       3       4       5       

	3. The field instruction manual provided clear information on the policies and procedures of the field education program.


	1       2       3       4       5       

	4. The field education program assisted me in attaining my educational objectives.


	1       2       3       4       5       

	5. The field education orientation adequately prepared me for my placement.


	1       2       3       4       5       


Comments:

APPENDIX L

Student Handbook

Students are encouraged to review the student handbook for additional information regarding University of West Florida policies and services.  The handbook may be accessed at:
  http://www.thezonelive.com/zone/02_SchoolStructure/FL_UniversityofWestFlorida/handbook.pdf
Appendix M

University of West Florida

School of Legal Studies and Social Work

Department of Field Education

Employment Based Internships
Overview:
Traditionally, Social Work field placements are educationally focused, unpaid training experiences in Social Work settings, which are selected on the basis of the student’s level and/or preference in their program of studies. There are some situations, however, in which paid employment can meet the standards for field placements, and which can be accepted by the Office of Field Education as a field placement for SOW 4510, SOW 5532, SOW 5535, or SOW 5537. 

The guiding principle for these exceptional decisions is that the field placement experience must constitute new learning, appropriate MSW supervision, and an opportunity to apply theories and knowledge from the classroom in a practice setting.  Our program organizes course requirements and field education in a particular sequence, which is structured in that way for educational reasons. Therefore, this new learning opportunity must fall at a certain point in the program of studies, and additionally must meet our established guidelines for field placements. 

There are a number of potential problems that may arise when students attempt to combine jobs with field placement: 

· The agency may emphasize productivity of the student employee, rather than the student’s own learning. 

· If job duties change, the position may no longer meet our criteria for social work activities for that student’s level of learning. 

· Both the student and the agency may be less willing to disclose problems that arise during the field placement, such as inadequate supervision, activities which are incongruent with placement expectations, situations that threaten their employment status, etc. This could lead to a delayed intervention by the Office of Field Education, sometimes resulting in an “Unsatisfactory” or “Incomplete” grade for the field placement. In our experience, paid employment can present many complicating factors that limit students’ full utilization of this educational opportunity and should be weighed carefully by the student and the employer. 

Therefore, the Office of Field Education cautions students about the potential problems of these placement situations and reserves the right to approve paid employment sites as field placements based on the following guidelines. These would apply to new jobs as well as to existing employment. 

REQUIREMENTS:
All of the required field hours must take place under the supervision of a new (to the student) MSW field educator.  This field instructor must meet the standards of our program. 

The activities must be congruent with the student’s learning at their undergraduate / graduate level in the program. Some jobs, which are assigned the title of “Social Worker”, do not meet our expectations of the practice activities for a particular field experience.  Students are responsible for the understanding and adherence to the course objectives for field education. 

The activities themselves must constitute new learning for the student: i.e., a new population, utilizing new treatment methodology, and/or in a new field of practice. 

There must be caseload control (if applicable) in this position in order to ensure that the student’s educational goals are the primary focus, not simply the needs of the agency. 

There must be a signed Affiliation Agreement between the agency and the UWF School of Justices Studies & Social Work.
The employment date or date of reassignment within the agency must be no more than 30 days from the first day of the semester in which the student is registered to start the placement, in order to ensure that the field education experience falls in sequence with academic course work as structured by our program of studies, and according to the Council on Social Work Education (CWSE).  The student must have demonstrated clear understanding and endorsement of the educational principles involved.  

The decision to approve an employment based internship will incorporate faculty experience and judgment in evaluating the appropriateness of the exception request. According to the School of Legal Studies & Social Work’s student policy, the Office of Field Education has the authority and responsibility to carefully select and assign field placements. Students should not assume that these placements will be automatically approved. 
PROPOSAL FOR EMPLOYMENT-BASED INTERNSHIP

Present this proposal for an employment-based internship.  We understand that the paramount objective of this proposal is to provide the UWF Social Work Field Office with evidence that the proposed internship will include sufficient educational objectives and experiences to satisfy school expectations, and will be in compliance with the criteria provided. In order to be considered for this placement request, the student is responsible for the completion of the Proposal for Employment Based Internship and must submit it to the Office of Field Education at least one month (30 days) prior to the beginning of the placement. The decision will be made by the Director of Field Education. The decision will be communicated directly to the student as soon as possible. 

Date:_____________________
Student Name: ____________________________________________
Semester / Year: ________________________

Check all that apply: 
· Undergraduate, SOW 4510 

· Foundation Year Graduate, SOW 5532 

· Clinical Year Graduate, SOW 5535 

· Full-Time Program 

· Part-Time Program 

· Advanced Standing

Name of agency for proposed student internship: 

____________________________________________________________
Agency Address:_______________________________________________
_____________________________________________________________
Agency Phone: ______________________ Agency Fax:________________
Agency Website (if applicable):__________________________________________

Unit/Program/Department: ______________________________________________ 

Starting date of employment: ______________________________________________ 

Proposed start date of internship: __________________________________________ 

*Note: start date MUST correspond to the start of a semester. Students cannot count ANY hours towards an internship prior to approval of this application and the start date for the semester for which the student is registered* 
_____________________________________________________________________
MSW Field Supervisor  name:__________________________________

MSW Field Supervisor  e-mail address:___________________________
MSW Field Supervisor  phone number:__________________________

Task Supervisor Name (if applicable): ___________________________

Task Supervisor e-mail address:________________________________

Section to be Completed by Proposed MSW Field Supervisor:

Title of Proposed Student Field Placement Position:____________________________
Number of hours student is employed at the agency per week:_______

Number of hours per week that apply to field placement:_____________

List the student’s current job responsibilities. If this is a new employment position, list the job responsibilities which the student will assume when he/she begins the position:

If this is a current job, list the tasks that will be different from those that the student has previously been responsible for and will apply to his/her internship hours. (If this is a new position, write N/A).

Please list any special educational assignments that will be given to the student that are not normally required of employees. (Written assignments, readings, videos, field trips, analyses, process recordings, training, special project, etc.). 

This section is to be completed by the intern applicant: 
Are there any learning objectives that cannot be met by the responsibilities of the employment? (Refer to the field objectives in the MSW Field Manual).  If so, what are they and how do you plan to meet these objectives in your employment? 

Describe what you will do to acquaint your field educator with your classroom learning, so that it can be integrated with your practice experiences. 

Signature of MSW Field Educator: _______________________________________


Signature of Task Supervisor (if applicable): _______________________________
Signature of Agency Director:___________________________________________

Signature of intern/employee applicant: ______________________________________


Applicant Address: ______________________________________________________

_____________________________________________________________________

Phone: (cell): ____________________________ 
Work: __________________________________


E-mail: _______________________________________________________________

You must include:

· A copy of the job description for the agency position into which the student is being hired.

· A copy of the job description the student is currently employed in.
Proposal:   Approved / Disapproved: 

Date: __________________________ 

Date student notified: _____________










