








	


TIME REQUIREMENTS
 
The BSW student and MSW-Foundation year student will complete 400 field hours for the first year and 500 field hours for the MSW second year for a total of 900 clock hours. The advanced placement student is expected to complete 600 field hours. 


PROFESSIONAL EXPECTATIONS

Expectation

Definition

1.

Commitment to Learning

The ability to identify needs and sources of learning and to continually seek new knowledge and understanding.

2.

Interpersonal Skill

The ability to interact effectively with varied and diverse audiences through speaking, body language, reading, writing and listening.

3.

Effective Use of Time and Resources

The ability to obtain maximum benefits from and evaluate appropriate investments of time and resources.

4.

Use of Constructive Feedback

The ability to identify sources of, seek out, effectively use, and provide feedback.

5.

Problem Solving Skill

The ability to recognize problems, question logically, analyze data, develop and implement solutions, and evaluate outcomes.

6.

Ethical Conduct

The ability to exhibit appropriate ethical conduct and to represent the profession effectively.

7.

Responsibility

The ability to self-assess, self-correct, and self-direct in order to fulfill commitments and to be accountable for actions and outcomes.

8.

Stress Management

The ability to identify sources of stress and to develop effective coping behaviors.

PROFESSIONAL EXPECTATIONS EVALUATION RUBRIC

Expectation

Entry Level

Developing Level

Beginning Level

1.
Commitment 

to Learning

Applies new information and 

Re-evaluates performance; 

Accepts that there may be 

More than one answer to a 

Problem; recognizes the need 

To and is able to verify 

Solutions to problems; reads 

Articles critically and 

Understands the limits of 

Application to professional 

Practice; researches and 

Studies areas where 

Knowledge base is lacking.

Prioritizes information needs; 

Analyzes and subdivides large 

Questions into components; 

Seeks out professional 

Literature; sets personal and 

Professional goals; identifies 

Own learning needs based on 

Previous experiences; plans 

And presents an in-service, or 

Research or case studies; 

Welcomes and\or seeks new 

Learning opportunities.

Identifies problems; 

Formulates appropriate 

Questions; identifies and 

Locates appropriate resources; 

Demonstrates a positive 

Attitude (motivation) toward 

Learning; offers own thoughts 

And ideas; identifies need for 

Further information.

2. 
Interpersonal 

Skill

Works effectively with 

Challenges; responds 

Effectively to unexpected 

Experiences; talks about 

Difficult issues with sensitivity 

And objectivity; delegates to 

Others as needed; approaches 

Others to discuss differences 

In opinion; accommodates 

Differences in learning styles.

Modifies communication 

(verbal and written) to meet 

Needs of different audiences; 

Presents verbal or written 

Messages with logical 

Organization and sequencing; 

Maintains open and 

Constructive communication; 

Utilizes communication 

Technology effectively; dictates 

Clearly and concisely.

Recognizes impact of non-

Verbal communication and 

Modifies accordingly; 

Assumes responsibility for 

Own actions; motivates others 

To achieve; establishes trust; 

Seeks to gain knowledge and 

Input from others; respects 

Role of support staff.

Utilizes non-verbal 

Communication to augment 

Verbal message; restates, 

Reflects and clarifies 

Message; 

Communicates with others in a 

Respectful, confident manner; 

Respects personal space of 

Others; demonstrates understanding 

Of basic English (verbal and 

Written): uses correct 

Grammar, accurate spelling 

And expression; writes legibly; 

Recognizes impact of non-

Verbal communication: listens 

Actively; maintains eye 

Contact.

3. 
Effective 

Use of Time and Resources

Sets priorities and reorganizes 

When needed; has ability to say 

“No”; performs multiple tasks 

Simultaneously and delegates 

When appropriate; uses 

Scheduled time efficiently

Sets up own schedule; 

Coordinates schedule with 

Others; demonstrates 

Flexibility; plans ahead.

Focuses on tasks at hand 

Without dwelling on past 

Mistakes; recognizes own 

Resource limitations; uses 

Existing resources effectively; 

Uses unscheduled time 

Efficiently; completes 

Assignments in timely fashion.

4. 
Use of 

Constructive 

Feedback

Seeks feedback; reconciles 

Differences with sensitivity; 

Considers multiple approaches 

When responding to feedback.

Assesses own performance 

Accurately; utilizes feedback 

When establishing pre-

Professional goals; provides 

Constructive and timely 

Feedback when establishing 

Pre-professional goals; 

Develops plan of action in 

Response to feedback.

Demonstrates active listening 

Skills; actively seeks feedback 

And help; demonstrates a 

Positive attitude toward 

Feedback; critiques own 

Performance; maintains two-

Way information.

5.
Problem-

Solving Skill

Implements solutions; 

Reassesses solutions; 

Evaluates outcomes; updates 

Solutions to problems based 

On current research; accepts 

Responsibility for implementing 

Of solutions.

Exhibits openness to 

Contradictory ideas; assess 

Issues raised by contradictory 

Ideas; justifies solutions 

Selected; determines 

Effectiveness of applied 

Solutions.

Prioritizes problems; identifies 

Contributors to problem; 

Considers consequences of 

Possible solutions; consults 

With others to clarify problem.

Feels challenged to examine 

Ideas; understands scientific 

Method; formulates new 

Ideas; seeks alternative ideas; 

Formulates alternative 

Hypotheses; critiques 

Hypotheses and ideas.

Recognizes problems; states 

Problems clearly; describes 

Known solutions to problem; 

Identifies resources needed to 

Develop solutions; begins to 

Examine multiple solutions to 

Problems.

Raises relevant questions; 

Considers all available 

Information; states the results 

Of scientific literature; 

Recognizes “holes” in 

Knowledge base; articulates 

Ideas.

6.
Ethical Conduct

Demonstrates accountability 

For decisions; discusses role of social work in social welfare service provision; keeps improvement of service to clients as priority.

Identifies positive professional 

Role models; discusses 

Societal expectations of the 

Profession; 

Abides by the NASW Code of 

Ethics; demonstrates 

Awareness of state licensure 

Regulations; projects professional image; attends professional 

Meetings; demonstrates 

Honesty, compassion, 

Courage and continuous 

Regard for all.

7.
Responsibility

Encourages the 

Accountability of others.

Accepts responsibility for 

Actions and outcomes; 

Offers and accepts help; 

Completes projects without 

Prompting.

Demonstrates dependability; 

Demonstrates punctuality; 

Follows through on 

Commitments; recognizes 

Own limits.

8.
Stress 

Management

Prioritizes multiple 

Commitments; responds 

Calmly to urgent situation; 

Tolerates inconsistencies in 

Environment.

Maintains balance between 

Professional and personal life; 

Demonstrates effective 

Affective responses in all 

Situations; accepts 

Constructive feedback; 

Establishes outlets to cope 

With stressors.

Recognizes own stressors or 

Problems; recognizes distress 

Or problems in others; seeks 

Assistance as needed; 

Maintains professional 

Demeanor in all situations.




STUDENT PORTFOLIO
 
BSW and MSW students will compile a personalized portfolio throughout their field and educational experience at Andrews University. The portfolio will represent the student's professional area of interest. 
Students will build upon their portfolios in each class. They will have similar assignments, but each will reflect their individual professional area of interest. 
Their field experience will also be a part of the portfolio. Students will defend their portfolios at the end of their respective degrees. Field Instructors are invited to the defense session. 



PLACEMENT OF STUDENT AT CURRENT JOB LOCATION
 
It is possible for a student to be placed at the agency where he/she currently works, providing the educational experience includes substantial "new learning" of knowledge, values and skills. This learning must be reflected clearly in a detailed Learning Plan, integrating content specific, goal-oriented and clearly measurable objectives. When such a plan exists, the time spent in preparation, performing activities, supervision and evaluation is counted toward the required field hours. In all cases, the following items will be reviewed by the Director of Field Education: 
A.  Change of supervisor, 
B.  Change of primary work site, 
C.  Change of primary work assignment, 
D.  One-year placement. 
Note: The above items are not necessarily mandated changes, but they must be satisfactorily explained to the University to ensure that the student is in a more advanced learning environment than his/her regular work setting. 



ACADEMIC AND NON-ACADEMIC TERMINATION 

A student may be terminated from the BSW or MSW Program if he/she has violated Andrews standards, professional standards and/or the NASW Code of Ethics. These violations may be academic non-academic or both. Prior to the termination of a student from the Program, a remediation plan may be used. Circumstances which may result in termination from the Program may include, but are not limited to: 
1. Failure to demonstrate or maintain one or more of the qualities or conditions required in the admission criteria, 
2. Failure to satisfy requirements for removal of academic probation after having been readmitted following academic suspension, 
3. Failure to meet or maintain academic grade point requirements established by the faculty for the practice sequences of the Program, 
4. Failure to use practice skills and demonstrate Social Work values in ways judged to be in accordance with the NASW Code of Ethics, 
5. Consistent and repeated tardiness and/or absence from class (see Attendance Policy p. 44), 
6. Inability to develop the interpersonal skills necessary for effective social work practice with clients and diverse populations; inability to establish and maintain functional and collegial relationships with fellow students, faculty members and field instructors, 
7. Failure to demonstrate professional behavior, 
8. Failure to develop as a professional, including the demonstration of motivation for the Social Work profession. 
Gross misconduct may result in immediate termination from the program. 



ATTENDANCE POLICY
 
Students shall be evaluated academically and for professional competence. Professionalism will be assessed throughout the program. One such measure of professional performance is the student's attendance in class and in field. 
Attendance demonstrates a commitment to one's colleagues, profession and university community. It also simulates a commitment to clients, the practice setting, the broader society and the profession of social work. 


INCLEMENT WEATHER 

Andrews University ordinarily will not close because of snow or ice. University policy is to remain open during inclement weather since many students and faculty live nearby. In the event of conditions severe enough to warrant closing, a notice of canceled classes will be reported on WAUS 90.7 FM and/or WHFB 99.9 FM. 
Cancellation of a class for reasons other than inclement weather will be to the instructor's discretion. It is the student's responsibility to listen for such announcements. 

STUDENT RIGHTS
 
Information on the University policies concerning confidentiality may be obtained from Andrews University Working Policy 3:231. Students may ask their faculty advisor or the office staff to see the Andrews University Working Policy. Please note that the Social Work Department is making every effort to have departmental information WEB accessible. If any student has a confidentiality issue and does not want information pertaining to them released in such a manner they must notify the Computer Lab Coordinator. 



STUDENT GRIEVANCE POLICY
 
The social work faculty created the following procedures to protect students' rights and give them an opportunity to defend themselves against unfair criticism and treatment. 
The following protocol has been established to address potential problems should a student feel that his/her academic or personal rights have been violated. The student should first address his/her concern with the person thought to have made the violation (e.g., faculty, other student, Field Liaison, Field Instructor or advisor). Students are encouraged to make every attempt to use professional discretion, integrity, respect and impartial judgment in resolving issues amongst themselves and colleagues. 
If, after talking to the individual involved, the problem continues and the student's concern is with: 
A faculty member or another student, the student should then discuss the matter with his/her advisor or the Student Advocate; 
A Field Instructor or Faculty Liaison, because it is related to the student's field experience, it should then be shared with the Director of Field (if related to the student's field experience) or the Student Advocate; 
An advisor, it should then be addressed with the Student Advocate. The Student Advocate is available to assist any student within the Department of Social Work who may have special concerns regarding their program. No one shall be penalized for seeking assistance from the Student Advocate and all information presented to him/her by persons seeking assistance shall be considered confidential. 
If the problem continues to be unresolved, then the student should notify the department Chair, in writing, about the concern. The Chair will convene a meeting of the Student Services EMT. The student will receive a response from the meeting within two weeks. During the meeting of the Student Services EMT, the student may make any statements he/she wishes. Committee members may also make statements and ask questions relevant to the student's concern. 
In all cases, the student may appeal to the President of the University, after all other channels have been explored, if the student perceives the concern has not been satisfactorily resolved. No student shall suffer any penalty for seeking correction of a perceived wrong. (Also see Andrews University Working Policy 3:292.) 


FIELD PLACEMENT REMEDIATION PLAN
There may be times when a student is unsuccessful in the assigned field placement setting. There are four main categories where placement appropriateness may be challenged:
· Professionalism—which includes lack of punctuality, irregular attendance, inappropriate appearance and/or hygiene, deficient relationship skills, etc.
· Behavior—inappropriate conduct, respect issues, attitude or demeanor problems, unsafe boundaries, etc. 
· Skills—lack of academic level social work knowledge, impaired assessment skills, inability to perform, inconsistent follow-through, etc.
· Academics—failure in field-related courses
A remediation plan is needed when any of the above concerns warrant termination from the placement and the student has earned an unsatisfactory grade. This may be evidenced as early as the first few days or weeks of placement as well as any time throughout the placement.
Steps to be taken include, but are not limited to:
· Supervisor’s discussion(s) with the student
· Supervisor’s documentation of discussions
· Supervisor’s/student’s dialogue with liaison (and student advisor if indicated)
· Supervisor’s/student’s dialogue with director of field
· Written evaluation at each step, which includes:
· Learning plan completion
· Attendance schedule
· Letter outlining area(s) of concern
· Supervisor’s recommendations
Please note: We recruit quality-level social work supervisors and have confidence in their individual abilities to model, teach and evaluate appropriate level (foundation and advanced year) social work students. Our expectation is that they will effectively contribute to the learning environment of the students assigned to their facilities. As we build relationships with agencies, we must be supportive of the efforts of these supervisors and value their assessment. As we deal with student challenges, we must be careful to:
· Listen objectively to both the student and the supervisor
· Request written assessments
· Meet with all the team players together
· Document all concerns, activities, recommendations (and retain in student’s records)
· Act promptly to alleviate inappropriate situations (i.e. remove a student as soon as the placement is no longer appropriate)
When a student’s challenges warrant termination from an assigned placement, another one may not be assigned until remediation has taken place. An individual plan to correct the problem must be developed and may entail:
· A second evaluation by another field placement supervisor or faculty representative. This may be for a limited time (i.e. 40-100 hours) and require specific goals/competencies to be reached/demonstrated. If successful, these hours may be used toward placement hour fulfillment; if unsuccessful, they may not be used.
· Coursework in the area(s) of deficit (which may include repetition of foundation level courses) to ensure the knowledge base. For two-year MSW students, courses may be repeated until competency is demonstrated. For Advanced-standing students, acceptance into the two-year program with coursework requirements may be an option.
· A student may not be merely placed in another setting, and the hours served during the unsuccessful placement may not be credited toward field placement required hours.
If a student is failing in more than one area, to complete the MSW degree, he/she must:
· Repeat the courses until successful, or
· Take the foundation-year coursework if unsuccessful in the Advanced program. 

SPECIAL SITUATIONS 

Sometimes special situations arise which directly or indirectly affect a student's field practicum. Several such situations are addressed below. In all instances--both those listed below and others--the Director of Field Education must first approve the special situation. 
Change in Practicum Placement
 
Students may seek a change in field practicum when problems make continuing the practicum an issue. The student's designated field liaison will review the request for a change in field practicum. Examples which might generate such requests include: 
A.  Inadequate agency resources to support the field practicum--i.e., lack of student office space, lack of clients, insufficient supervisory time, loss of a practicum instructor due to illness or job change, 
B.  Learning experiences in the agency are too narrow--i.e., the student lacks opportunities to work with individuals, families and groups or to assume multiple interventive roles such as counselor, broker or advocate, 
C.  Placement error based on needs of the student and practicum site--i.e., agency learning experiences are too advanced for the student or the converse. The agency substantially changes its administrative structure which creates a chaotic situation for the student and adversely affects available learning opportunities, 
D.  Irreconcilable differences between the field instructor or task supervisor and the student, 
Procedure for Change in Practicum Placement
1.  The student attempts to resolve the issues with the field instructor. If this is unsuccessful, the student must submit in writing to the faculty liaison a brief, specific review of the issues. The issue is then taken to student services committee for their recommendation. 
2.  The field liaison, student and field instructor/task supervisor meet to discuss the issues and explore alternative solutions. If a solution is not found within the agency, a decision to terminate the placement is then made by the field liaison in consultation with the Director of Field Education and the field instructor/task supervisor 



STUDENT PERSONAL SAFETY GUIDELINES
 
Students must recognize that social workers have increasing potential for risk to personal safety. When in the field the student should be alert to environmental factors relative to personal safety. 
1.  Students are expected to conform to the standards established by the field work agency regarding personal safety. 
2.  Students are expected to use discernment regarding personal safety, particularly when making visits in the community and in the homes of clients. 
3.  Students are to leave an itinerary with an immediate supervisor with destinations and time of return, whenever working outside of agency offices. 
4.  Under no circumstances should students use a personal vehicle to transport agency clients or staff unless insurance coverage for such use is provided by the agency. Students are responsible to verify that the agency coverage includes their personal vehicle. 



Appendices 


. 
To view documents in .PDF format, download the free document reader by clicking the above icon. 




Appendix A: Field Learning Plan 

· Student Practicum Agreement (.pdf)
· Field Practicum Hours (.pdf)
· BSW or MSW-Foundation Year [MSWord]
· Marriage & Family or Mental Health Emphasis [MSWord]
· Administration Emphasis [MSWord]

Appendix B: Faculty Liaison Field Forms  

· Liaison Visit Form [.pdf] [MSWord]

Appendix C: Evaluation Forms 

· Director of Field Evaluation (.pdf)
· Field Instructor Evaluation of Field Experience (.pdf)
· Faculty Liaison Evaluation (.pdf)
· Student Evaluation of Field Instructor and Agency (.pdf)

Appendix D: Field Instructor's Guide [Wordperfect (.wpd)]  [Acrobat (.pdf)] 

· Determining Appropriate Activities and Assignments (.pdf)

Appendix E: Field Placement Agreement 

· Field Placement Agreement Contract (.pdf)

Appendix F: Abridged Compilation of University Policies [Wordperfect (.wpd)]  [Acrobat (.pdf)] 

· Abridged Compliation of University Policies (.pdf)

Appendix G: NASW Code of Ethics [Wordperfect (.wpd)]  [Acrobat (.pdf)] 

· NASW Code of Ethics [naswdc.org]

Appendix H: Curriculum Policy Statement  

· Educational Policy & Accreditation Statement (EPAS) [cswe.org]
Appendix I: Consent for Treatment by An Intern [Word (.doc)]  [Acrobat (.pdf)]
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