
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Master of Social Work 
Field Manual 
2019-2020 



1  

UNF MSW Field Manual Revised 8/13/2019 
 
 

TABLE OF CONTENTS 

USING THE UNF MSW FIELD MANUAL ............................................................................ 3 
Introduction & Overview ......................................................................................................... 3 
Note Regarding Academic Policies ........................................................................................ 3 

MISSION STATEMENTS .......................................................................................................... 3 
UNF Mission .............................................................................................................................. 3 
MSW Program Mission ............................................................................................................. 3 
MSW Field Education Program Mission ................................................................................ 4 
UNF Statement of Unity ........................................................................................................... 4 

INTRODUCTION TO MSW FIELD EDUCATION ............................................................. 5 
Overview .................................................................................................................................... 5 
Core Competencies ................................................................................................................... 6 

THE FIELD EDUCATION EXPERIENCE ............................................................................... 9 
Obtaining a Field Placement .................................................................................................... 9 
Evening and Weekend Placements ....................................................................................... 11 
Employment-Based Placements ............................................................................................ 11 
Non-Approved Agency Placements ..................................................................................... 12 
Agency Contact Hours ........................................................................................................... 12 
Time Logs ................................................................................................................................. 13 
Administrative Paperwork .................................................................................................... 14 
Learning Contracts .................................................................................................................. 14 
Field Instructor Evaluations ................................................................................................... 14 
Site Visits................................................................................................................................... 14 
Professional Liability Insurance ............................................................................................ 15 
Course Requirements .............................................................................................................. 15 

THE FIELD EDUCATION PROCESS ................................................................................... 15 
Field Education and Agency Orientations........................................................................... 16 
Introduction and Orientation to Generalist and Advanced Generalist Practice ............ 16 
Gaining In-Depth Understanding of the Placement Agency ............................................ 16 
Networking .............................................................................................................................. 17 
Serving Clients ......................................................................................................................... 17 
Integration of Classroom Knowledge .................................................................................. 17 
Monitoring and Facilitating Progress in Placement ........................................................... 17 
Use of Supervision .................................................................................................................. 17 

POLICIES AND PROCEDURES ............................................................................................ 18 
Placement Agency Policies..................................................................................................... 18 

 



2 
 

UNF MSW Field Manual Revised 8/8/2019 

Personal and Professional Safety .......................................................................................... 18 
Confidentiality ......................................................................................................................... 19 
Dual Relationships .................................................................................................................. 19 
Computers, Internet Access, and Electronic Devices ......................................................... 19 
ADA Statement ........................................................................................................................ 20 
Non-Discrimination Policy .................................................................................................... 20 
Resolving Field Education Concerns .................................................................................... 20 
Grievance Process ………………………………………………………………………….. 21 
Sexual Harassment ………………………………………………………………………… 21 
Dismissal of Students from Field Education ....................................................................... 22 
Procedure for Removal of Students from Field Education ............................................... 23 

FIELD EDUCATION ROLES AND RESPONSIBILITIES ................................................ 24 
Role of the Field Education Director .................................................................................... 24 
Role of the Faculty Field Liaison ........................................................................................... 24 
Role of Agency Field Instructor ............................................................................................. 25 
Role of the Host Agency ......................................................................................................... 25 
Role of the Student .................................................................................................................. 26 



1 http://www.unf.edu/president/mission_vision.aspx 

3 

 

UNF MSW Field Manual Revised 8/8/2019 
 

USING THE UNF MSW FIELD MANUAL 

Introduction & Overview 
Welcome to the University of North Florida (UNF) Master of Social Work (MSW) Field 
Education Program! The information contained in this manual is intended to help you 
successfully navigate your field education placement. You will find detailed 
descriptions of the field education process as well as academic and professional 
performance requirements. MSW students are required to adhere to the policies and 
procedures described in this manual. If you have questions or concerns regarding the 
MSW Program’s field education policies and procedures, please do not hesitate to 
contact the MSW Field Education Director, the MSW Program Director, or the Chair of 
the Department of Sociology, Anthropology, and Social Work. Students can also find 
important information available on the Departmental Website at: 
http://www.unf.edu/coas/sasw/Master_of_Social_Work_Program.aspx. 

 

Note Regarding Academic Policies 
We make every effort to ensure that the policies contained in the UNF MSW Field 
Manual are current and in accordance with University policies. In the event that the 
policies contained in this manual conflict with official University policies, the 
University’s policy will supersede this document. 

 
 

 
 
UNF Mission

MISSION STATEMENTS 

The University of North Florida’s academically talented students receive individualized 
attention and opportunities to engage in transformational learning: e.g., community 
engagement, internships, international study, and research. Dedicated faculty and staff 
create a rich learning environment on a beautiful campus that provides an inspiring 
setting for our diverse community. Together, we enhance the economic and cultural 
development of our growing metropolitan region.1 

 
MSW Program Mission 
The University of North Florida (UNF) Master of Social Work (MSW) program fosters a 
commitment to creating social change through a holistic practice of social work that 
emphasizes the attainment of biopsychosocial-economic and spiritual wellbeing, 
especially among people who experience systematic marginalization and oppression. 
Through an educational experience founded on critical thinking, research, service, and 
social justice and enriched through diverse community partnerships, the program 
prepares professional advanced generalist social workers for multi-method clinical and 

 

http://www.unf.edu/president/mission_vision.aspx
http://www.unf.edu/president/mission_vision.aspx
http://www.unf.edu/president/mission_vision.aspx
http://www.unf.edu/coas/sasw/Master_of_Social_Work_Program.aspx
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administrative practice with individuals, families, groups, organizations, and 
communities. 

 
MSW Field Education Program Mission 
The mission of field education at UNF is to provide experiential learning opportunities 
focused on developing students’ understanding of self, professionalism, and competent 
social work practice. These learning opportunities help cultivate leadership, increase 
knowledge, refine skills, and strengthen social work values in student interns. Field 
education integrates Generalist and Advanced Generalist curriculum content to develop 
proficiency in the social work core competencies in preparation for professional 
practice. Students participate in an integrative seminar which provides further 
educational and administrative support. 

 
UNF Statement of Unity 
UNF stands in unity and solidarity with all members of our community, regardless of 
genetic information, race, color, religion, age, sex, disability, gender identity and 
expression, sexual orientation, marital status, national origin, or veteran status. We are 
proud of the diversity in our students, faculty and staff. 

 
We strongly condemn acts of hate and bigotry as antithetical to the university’s core 
values of mutual respect and civility. Actions and words that seek to deny human 
beings full membership in the broader moral community on the basis of arbitrary 
characteristics are intolerable. We stand opposed to violence in language or in action, 
and we see these as a threat to the mission of UNF as a public university that is 
committed to intellectual and cultural growth and civic awareness. 

 
We pledge to stand with and for those who are the most vulnerable members of our 
community and to take actions that help our students and fellow employees feel safe 
and know that they are safe. We affirm UNF’s unreserved commitment to student 
success within a diverse, supportive campus culture. We seek to embody the ideals of a 
free and democratic society, and we fully support and value each member of our 
community.2 

 
 
 
 
 
 
 
 
 
 

 

http://www.unf.edu/president/mission_vision.aspx
http://www.unf.edu/president/mission_vision.aspx
http://www.unf.edu/president/mission_vision.aspx


5  

UNF MSW Field Manual Revised 8/8/2019 
 

INTRODUCTION TO MSW FIELD EDUCATION 

Overview 
The primary objective of field education instruction is to provide individualized 
learning experiences in a variety of social work practice roles through which students 
can achieve competency in professional practice. The field education experience is 
intended to enhance student learning within all areas of the curriculum. The field 
education program connects theoretical and conceptual pieces of the curriculum by 
providing generalist and advanced generalist practice settings in which students are 
able to apply the concepts and theories learned in the classroom with diverse client 
systems. Field education prepares graduates who are competent advanced generalist 
practitioners who operate from a practice framework which integrates knowledge, 
values, skills, ethics, diversity, and a theoretical base using systems, ecological and 
problem-solving frameworks. 

 
Generalist year field education for Traditional MSW students focuses on the 
development of core competencies in generalist social work practice with emphasis on 
acquiring graduate level, strengths-based interpersonal skills for work at all systems 
levels. Learning opportunities in this first MSW field education experience emphasize 
students demonstrating professional social work competencies. Field Education I (SOW 
5940) and Field Education II (SOW 5941) require 400 hours in the same field placement 
over the course of two consecutive semesters during the first year of study for full-time 
MSW students. First year MSW Students will be concurrently enrolled in Generalist 
Practice 1 and Integrative Field Seminar (SOW 5931) for the first semester and 
Generalist Practice II/Integrative Field Seminar (SOW 5932) for the second semester. 

 
Advanced Generalist year Traditional MSW students and Advanced Standing students 
will be enrolled in Field Education III with Integrated Seminar (SOW 6945) and Field 
Education IV with Integrated Seminar (SOW 6946), which will combine for a total of 500 
hours of Field Education in the same field placement over the course of two consecutive 
semesters. The Field Education Courses and Integrated Seminars blend the experiential 
process with academic course work designed to enhance the learning experience. Field 
Education and Seminar experience combine the use of research, self-awareness, 
reflection, experiential learning, critical thinking and self-care to facilitate the mastery of 
MSW core competencies. Students will be graded according to their performance in the 
assignments required by their professor. 

https://banner.unf.edu/pls/nfpo/wksfwbs.p_course_isq_grade?pv_course_id=SOW6945
https://banner.unf.edu/pls/nfpo/wksfwbs.p_course_isq_grade?pv_course_id=SOW6945
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Core Competencies 
In accordance with the Council on Social Work Education’s (2015) Educational Policy and 
Accreditation Standards, all MSW field education students are expected to demonstrate 
mastery of the Core Competencies.3 

 
Competency 1: Demonstrate Ethical and Professional Behavior 
Social workers understand the value base of the profession and its ethical standards, as 
well as relevant laws and regulations that may impact practice at the micro, mezzo, and 
macro levels. Social workers understand frameworks of ethical decision-making and 
how to apply principles of critical thinking to those frameworks in practice, research, 
and policy arenas. Social workers recognize personal values and the distinction 
between personal and professional values. They also understand how their personal 
experiences and affective reactions influence their professional judgment and behavior. 
Social workers understand the profession’s history, its mission, and the roles and 
responsibilities of the profession. Social Workers also understand the role of other 
professions when engaged in inter-professional teams. Social workers recognize the 
importance of life-long learning and are committed to continually updating their skills 
to ensure they are relevant and effective. Social workers also understand emerging 
forms of technology and the ethical use of technology in social work practice. 

 
Competency 2: Engage Diversity and Difference in Practice 
Social workers understand how diversity and difference characterize and shape the 
human experience and are critical to the formation of identity. The dimensions of 
diversity are understood as the intersectionality of multiple factors including but not 
limited to age, class, color, culture, disability and ability, ethnicity, gender, gender 
identity and expression, immigration status, marital status, political ideology, race, 
religion/spirituality, sex, sexual orientation, and tribal sovereign status. Social workers 
understand that, as a consequence of difference, a person’s life experiences may include 
oppression, poverty, marginalization, and alienation as well as privilege, power, and 
acclaim. Social workers also understand the forms and mechanisms of oppression and 
discrimination and recognize the extent to which a culture’s structures and values, 
including social, economic, political, and cultural exclusions, may oppress, marginalize, 
alienate, or create privilege and power. 

 
 
 
 
 
 
 
 
 
 

3 http://www.cswe.org/getattachment/Accreditation/Accreditation-Process/2015- 
EPAS/2015EPAS_Web_FINAL.pdf.aspx 

http://www.cswe.org/getattachment/Accreditation/Accreditation-Process/2015-
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Competency 3: Advance Human Rights and Social, Economic, and Environmental 
Justice 
Social workers understand that every person regardless of position in society has 
fundamental human rights such as freedom, safety, privacy, an adequate standard of 
living, health care, and education. Social workers understand the global 
interconnections of oppression and human rights violations, and are knowledgeable 
about theories of human need and social justice and strategies to promote social and 
economic justice and human rights. Social workers understand strategies designed to 
eliminate oppressive structural barriers to ensure that social goods, rights, and 
responsibilities are distributed equitably and that civil, political, environmental, 
economic, social, and cultural human rights are protected. 

 
Competency 4: Engage in Practice-informed Research and Research-informed 
Practice 
Social workers understand quantitative and qualitative research methods and their 
respective roles in advancing a science of social work and in evaluating their practice. 
Social workers know the principles of logic, scientific inquiry, and culturally informed 
and ethical approaches to building knowledge. Social workers understand that 
evidence that informs practice derives from multi-disciplinary sources and multiple 
ways of knowing. They also understand the processes for translating research findings 
into effective practice. 

 
Competency 5: Engage in Policy Practice 
Social workers understand that human rights and social justice, as well as social welfare 
and services, are mediated by policy and its implementation at the federal, state, and 
local levels. Social workers understand the history and current structures of social 
policies and services, the role of policy in service delivery, and the role of practice in 
policy development. Social workers understand their role in policy development and 
implementation within their practice settings at the micro, mezzo, and macro levels and 
they actively engage in policy practice to effect change within those settings. Social 
workers recognize and understand the historical, social, cultural, economic, 
organizational, environmental, and global influences that affect social policy. They are 
also knowledgeable about policy formulation, analysis, implementation, and 
evaluation. 

 
Competency 6: Engage with Individuals, Families, Groups, Organizations, and 
Communities 
Social workers understand that engagement is an ongoing component of the dynamic 
and interactive process of social work practice with, and on behalf of, diverse 
individuals, families, groups, organizations, and communities. Social workers value the 
importance of human relationships. Social workers understand theories of human 
behavior and the social environment, and critically evaluate and apply this knowledge 
to facilitate engagement with clients and constituencies, including individuals, families, 
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groups, organizations, and communities. Social workers understand strategies to 
engage diverse clients and constituencies to advance practice effectiveness. Social 
workers understand how their personal experiences and affective reactions may impact 
their ability to effectively engage with diverse clients and constituencies. Social workers 
value principles of relationship-building and inter-professional collaboration to 
facilitate engagement with clients, constituencies, and other professionals as 
appropriate. 

 
Competency 7: Assess Individuals, Families, Groups, Organizations, and 
Communities 
Social workers understand that assessment is an ongoing component of the dynamic 
and interactive process of social work practice with, and on behalf of, diverse 
individuals, families, groups, organizations, and communities. Social workers 
understand theories of human behavior and the social environment, and critically 
evaluate and apply this knowledge in the assessment of diverse clients and 
constituencies, including individuals, families, groups, organizations, and communities. 
Social workers understand methods of assessment with diverse clients and 
constituencies to advance practice effectiveness. Social workers recognize the 
implications of the larger practice context in the assessment process and value the 
importance of inter-professional collaboration in this process. Social workers 
understand how their personal experiences and affective reactions may affect their 
assessment and decision-making. 

 
Competency 8: Intervene with Individuals, Families, Groups, Organizations, and 
Communities 
Social workers understand that intervention is an ongoing component of the dynamic 
and interactive process of social work practice with, and on behalf of, diverse 
individuals, families, groups, organizations, and communities. Social workers are 
knowledgeable about evidence-informed interventions to achieve the goals of clients 
and constituencies, including individuals, families, groups, organizations, and 
communities. Social workers understand theories of human behavior and the social 
environment, and critically evaluate and apply this knowledge to effectively intervene 
with clients and constituencies. Social workers understand methods of identifying, 
analyzing and implementing evidence-informed interventions to achieve client and 
constituency goals. Social workers value the importance of interprofessional teamwork 
and communication in interventions, recognizing that beneficial outcomes may require 
interdisciplinary, interprofessional, and inter-organizational collaboration. 

 
Competency 9: Evaluate Practice with Individuals, Families, Groups, Organizations, 
and Communities 
Social workers understand that evaluation is an ongoing component of the dynamic 
and interactive process of social work practice with, and on behalf of, diverse 
individuals, families, groups, organizations and communities. Social workers recognize 
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the importance of evaluating processes and outcomes to advance practice, policy, and 
service delivery effectiveness. Social workers understand theories of human behavior 
and the social environment, and critically evaluate and apply this knowledge in 
evaluating outcomes. Social workers understand qualitative and quantitative methods 
for evaluating outcomes and practice effectiveness. 

 
 

THE FIELD EDUCATION EXPERIENCE 

Obtaining a Field Placement 
Each student, including newly admitted students, applies for admission to the field 
sequence in the semester prior to the onset of the field placement. Each student 
participates in Field Education during the Fall and Spring semesters of both the 
Generalist and Advanced Generalist years. In order to be admitted formally to the MSW 
Generalist Practice and Advanced Generalist Practice Field Education sequences, a 
student must adhere to the following policies. 

 
1. Currently enrolled students must have a minimum overall GPA of 3.0 prior to 

enrollment in Field. Current students must finish any incompletes (“I’s) prior to 
enrollment in Field Education. 

2. Currently enrolled Traditional MSW students must have completed all generalist 
foundation courses with a grade of B or above to matriculate to the Advanced 
Year Field Sequence: SOW 5207, SOW 5235, SOW 5107, SOW 5337, SOW 5404, 
SOW 5625, SOW 5931, SOW 5932, SOW 5940, and SOW 5941. Advanced 
Standing MSW students must have completed all academic immersion courses 
with a grade of B or above to matriculate to the Advanced Year Field Sequence: 
SOW 5185, SOW 5307, and SOW 5470. 

3. Field courses must be taken sequentially and each student must successfully pass 
each course before moving forward in the sequence. For example: SOW 5931: 
Field Education I precedes SOW 5932: Field Education II, and SOW 6945: Field 
Education III precedes SOW 6948: Field Education IV. 

4. Each student must complete a field application form each field education 
placement. The application with an updated resume (see #7 below) must be 
turned into the Field Director prior to the established deadline. Students are 
instructed to submit the application via e-mail to msw@unf.edu on or before the 
application deadline date. All applications are reviewed by the MSW Field 
Director, and incomplete applications are returned to the student for completion. 
Students will not be allowed to interview at any agency until all the required 
paperwork is complete. 

5. The application includes basic biographical data and a self-evaluation of interest, 
readiness, and suitability for a career in social work. Students are asked to 
include on the application both the skills and knowledge they hope to gain in 

mailto:msw@unf.edu
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placement, as well as populations, and settings they are interested in gaining 
more experience with. The student is asked to provide a request for placement; if 
the student wants to be considered for placement in her/his place of work, then 
the student should also state this request in such a way that the employment- 
based placement is clearly noted. The student will then complete an application 
for employee-based placement. 

6. Currently enrolled students will submit an unofficial transcript indicating 
completed courses, including earned grades. 

7. Submit a current résumé. Each student can schedule an appointment with a 
representative in the Career Center to develop a professional résumé; however, 
this process is voluntary. 

8. The Field Director will conduct individual interviews with each applicant. Field 
placement planning begins in March for the Fall semester. Any student who does 
not meet criteria for acceptance in the field sequence will be referred to her/his 
advisor and the Program Director for consultation. 

9. Arrange an appointment with the agency Field Instructor/Task Supervisor (after 
receiving a letter from the Field Director) to discuss learning opportunities and 
mutual expectations. Students must take their résumé to the meeting with the 
agency supervisor. Suggested readings and pre-placement contacts for 
orientation/preparation for the field placement include an agency interview tip 
sheet. The interviewing tip sheet notes that students should dress professionally 
for field placement interviews (i.e. no jeans and T-shirts). Students are also 
encouraged to practice answering sample questions such as: Why are you 
interested in this internship? What do you hope to learn in your field placement? 
What have you learned thus far through your social work courses? Can you 
describe your writing skills? 

10. Students must follow a defined post-placement interview process. Students are 
advised, after their interview, to send a personal thank you note (via mail or e- 
mail) to each person they met during the interview. If students are accepted, the 
agency is expected to complete the Field Placement Agreement form and sign 
along with student. Students are responsible for returning this form, as soon as 
possible, to the Director Field Education to confirm the field placement. They 
also have to notify the Director of Field Education as soon as possible, if they 
were not selected for the field practicum position, so that the Field Director can 
pursue another option. Failure for the student to meet with the Field 
Instructor/Task Supervisor by the assigned deadline can jeopardize placement 
for the academic semester. 

11. Students must pass all background and screening check outlined by field 
agencies (see #14 below). Students must also successfully complete health 
screening and provide any necessary immunization documents to the agency 
directly prior to the start of the placement. 

12. If a student and potential supervisor agree that the placement will not be a good 
fit, the student will meet with the Field Education Director to discuss other 
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options. The student will then be reassigned to another potential setting where 
they will repeat the process above. Students should work diligently to impress 
each supervisor that they meet with and display the professional demeanor of a 
job applicant. 

13. Prior to beginning the field placement, students are required to attend a 
mandatory field orientation. During this orientation, students receive a hard 
copy of the MSW Field Education Manual, and the MSW Field Education 
Director reviews all field policies and procedures. Students are asked to sign a 
Receipt of Field Manual, acknowledging receipt of the manual and 
understanding of policies. In addition, they are asked to sign the Field Education 
Code of Conduct and an Acknowledgment of Liability form required by UNF. 

14. It should be noted that many (if not all) of the host agencies require background 
checks and drug screens. If students anticipate having any problem with such 
screening, they should speak directly to the Field Education Director prior to 
submitting to a background screening or drug screening. Students should note 
the UNF is not obligated to develop field education placements that 
accommodate students who may not be eligible for placement due to criminal 
history or the use of illegal drugs. 

 
Evening and Weekend Placements 
There are very few placements opportunities that allow students to complete their 
entire internship during evenings and/or weekends, though some agencies have such 
arrangements for part of the placement. This is because students must have 
appropriate supervision and client-contact hours available to them—conditions most 
often met during regular business hours. Most agencies are reluctant to have interns in 
minimally supervised situations. Students need to plan on most, if not all, of their 
placement being accomplished during regular business hours. 

 
Students may need to compromise on other requests, such as geographic location or 
area of focus to accommodate an evening and/or weekend placement option. Students 
working full-time may want to consider an agency that would qualify for the 
employment-based option or seek to use the self-referral option. 

 
Employment-Based Placements 
The field education experience is meant to have a dynamic of exposure and discovery 
that students may not experience in a practice setting that is familiar to them. In 
general, employment-based field education placements are discouraged. However, 
under compelling circumstances, students may use their place of employment as a field 
education site at the MSW level. The placement must provide new learning activities 
reflecting tasks and experiences that are different from the student’s current work 
requirements. The practicum and employment supervision must be provided by 
separate individuals to minimize conflict of interest and avoid dual relationships. All 
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potential employer-based placements must be pre-arranged with and approved by the 
Field Education Director. 

 
Non-Approved Agency Placements 
The Field Education Director places students at their host agency. Students are only 
placed at approved agencies with a current affiliation agreement with the UNF MSW 
Program. Students may request to be placed at an agency that is not a current approved 
agency, but this requires permission from the Field Education Director. The Field 
Education Director will approve such requests if certain conditions or requirements are 
met. The Field Education Director must ascertain that there is a legitimate value in 
adding the agency, that the agency meets the minimum requirements of the UNF MSW 
program, and that an agreement can be executed between UNF and the agency prior to 
the beginning of the field education placement. The student is notified in writing of the 
final decision. 

 
Agency Contact Hours 
Students must complete a total of 900 hours of field education in order to meet the 
requirements for a Master of Social Work.4 Students are required to complete 400 hours 
of field education at the generalist level and 500 hours of field education at the 
advanced generalist level. During their generalist placement, Traditional MSW 
students should expect to dedicate an average of 14 hours per week to field education 
throughout the fall and spring semesters when enrolled. Advanced Standing and 
Traditional students enrolled in their advanced generalist field education should expect 
to dedicate an average of 17 hours per week to field education throughout the fall and 
spring semesters. 

 
Students are expected to be in placement during regular agency business hours (usually 
Monday through Friday 8:00am to 5:00pm) when professional social workers and 
administrators are most likely to be available for coordination, collaboration, and 
supervision. There may be exceptions made in situations where the agency does not 
operate during traditional business hours. This exception will be made by the Field 
Education Director and will only be made based on the context of the host agency 
rather than the availability of the student. Students will not earn field hours for holidays 
or sick days. Students will not accrue hours for being “on call.” Students may only 
accrue hours for actual time spent participating in field education. 

 
Students are not allowed to accrue field education hours for work done from home 
(e.g., checking email, making phone calls). The hours accumulated for credit for field 
education courses must take place in the field. Students are not allowed to log hours 

 
4 Given that Advanced Standing students are required to complete a minimum of 400 field education 
hours at the generalist level as BSW students, they are only required to complete 500 field education 
hours during their MSW Program of Study. 
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they spend driving from home to the host agency. Students are not allowed to log hours 
they spend on campus for seminar courses. Some formal training, workshops, or 
conferences provided or required by the host agency may count towards the field hour 
requirement, but this must be determined by the Field Education Director. Any time 
spent traveling on behalf of the duties and responsibilities of the student position at the 
host agency (home visits, court appearances, etc.) may count toward the hours required. 

 
Students may become unable to perform the regular duties associated with field 
education at their host agency placement due to illness or another situation. In addition 
to notifying their supervisor in a timely manner of their absence, students will be 
required to make up the hours missed in order to meet their required total per semester. 
Illness and other reasons for absence will not be grounds for forgiving absence from 
field education where the required hours per semester are not met. In the case that the 
student does not finish the required hours during the semester, the student will have to 
enroll in the field education course (depending on the course that they did not 
complete) in a future semester and attempt the entire course over again. A grade of “I” 
(Incomplete) will be assigned only in situations where there are extreme, unanticipated, 
extenuating circumstances that prevent a student from completing their hours. An 
“Incomplete” will only be granted under certain conditions to which the student must 
consent. Students must agree to finish their hours during a timeframe that is agreed to 
by both the Field Education Director and Agency Field Instructor. Students must be in 
good standing with UNF and have satisfactory evaluations from their Agency Field 
Instructor. The decision to grant the grade of “Incomplete” will be the discretion of the 
Field Education Director. 

 
Because the field experience is primarily educational in focus and activity, the student 
needs to be aware that she/he is not expected to augment the required hours in ways 
detrimental to other personal or work priorities. In other words, the student is not 
required by the University to put in hours more than those required to meet the 
expectation of the placement agency. If students are in this situation, they should notify 
their Faculty Field Liaison to determine an appropriate resolution of this dynamic. 
Students are urged to be aware of personal and professional obligations and priorities 
and to determine the total hours spent during field education in a way that does not 
jeopardize academic progress, personal well-being, or other obligations. 

 
Time Logs 
Students are required to track their hours in the field. Students must turn in an official 
time log totaling at least the required number of hours by the date specified by their 
Faculty Field Liaison. The time log must be signed by the student and their Agency 
Field Instructor. Any falsification of time logs or signatures will result in a failing grade 
of the Field Education course and possible expulsion from the MSW program. Failure to 
turn in the time log by the last day of the semester will result in a failing grade of the 
Field Education course. 
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Administrative Paperwork 
Prior to the first day of the fall semester, students must have completed and turned in 
their Acknowledgment of Liability, Placement Confirmation, and Acknowledgment of 
Receipt of the Code of Conduct in the MSW Field Manual. Students may not engage in 
any field education until this documentation is turned in to the Field Education Director 
or Faculty Field Liaison. 

 
Learning Contracts 
Students will meet with their Agency Field Instructor at the beginning of each semester 
to develop a Learning Contract. The Learning Contract is a collaborative plan intended 
to ensure that each course objective will be addressed in the field education experience. 
The student and the Agency Field Instructor will sign the Learning Contract once it is 
completed and turn it into the Faculty Field Liaison by the end of the third week of each 
semester. 

 
Field Instructor Evaluations 
Students will be evaluated by their Agency Field Instructors using the SWEAP Field 
Placement/Practicum Assessment Instrument (FPPAI). The FPPAI was developed to 
assess student practice of the EPAS Core Competencies in Field Placement/Practicum. 
The FPPAI consists of a series of items, related to each EPAS Core Competency, and 
related behaviors, to be scored on a 5-point Likert-type scale by the field instructor. In 
addition to the quantitative portion of the FPPAI, an optional qualitative 
questionnaire/text field option is available in online version. 

 
Each field instructor will receive a secure FPPAI link instructing them to complete the 
evaluation at the end of the fall and spring semesters of the student’s field education 
placement. Students should meet with field instructors to review the evaluation before 
it is submitted. 

 
Site Visits 
At least once per semester, students will have a meeting with the Faculty Field Liaison 
and the Agency Field Instructor at the placement agency. This meeting will occur 
between week 7 and week 10. This meeting is to facilitate a conversation about the 
progress (or lack thereof) in meeting the objectives of the Learning Contract. Additional 
meetings may be requested by the student, Faculty Field Liaison, or Agency Field 
Instructor to address conflict. Students are expected to notify their Faculty Field Liaison 
in a timely manner of any conflict that has arisen in the field education setting. Students 
are also required to report to their Faculty Instructor any situations where an injury or 
accident has taken place. 
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Professional Liability Insurance 
UNF provides professional liability insurance coverage for students. Copies of the 
certificate of liability can be given to agency upon request. 

 
Course Requirements 
SOW 5940: Field Education I and SOW 5941: Field Education II are pass/fail courses. If 
the requirements of the courses are met, students will be given a grade of “pass.” If 
students fail to meet the minimum requirements of SOW 5940: Field Education I or 
SOW 5941: Field Education II, they will be given the grade of “fail.” There will be no 
grade of “I” (Incomplete) given to students who only finish a portion of the 
requirements in each semester. Students who receive a grade of “fail” will have to 
enroll in the course again and make another attempt to pass the course over the course 
of the semester. 

 
Field education students will be concurrently enrolled in SOW 5931: Generalist Practice 
I and SOW 5932: Generalist Practice II in the fall and spring semesters respectively. 
These are academic courses aimed at enhancing the learning experience of field 
education using research, reflection, problem solving, critical thinking, and self-care. 
Students will be graded according to their performance in the assignments required by 
their professor. Paired with SOW 5940: Field Education I and SOW 5941: Field 
Education II, the generalist practice courses are designed to ensure that students are 
given ample opportunity to demonstrate and measure evidence of mastery of the CSWE 
Core Competencies. 

 
Advanced Generalist field education students will enroll in SOW 6945: Field Education 
III with Integrative Seminar and SOW 6948: Field Education IV with Integrative 
Seminar. Students will complete 500 hours of Field Education in a multi-level service 
organization and simultaneously participate in the Integrative Seminar component of 
the course. The Integrative Seminar will meet monthly on campus and will provide the 
student with opportunities to demonstrate the ability to apply theoretical knowledge 
with professional skills and professional behaviors. The Integrative Seminar will also 
be used to monitor student in placement. 

 
 

THE FIELD EDUCATION PROCESS 

While the general outline of the field education process listed below implies 
sequentially, many of the activities are engaged in simultaneously. The earlier items, 
which cover transition into the role of a professional social worker, begin on the first 
day of agency assignment and develop over the entire placement. Although individual 
students often start at varying levels of competence in field practice, professional 
development of the student typically unfolds sequentially from basic orientation to the 
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agency and community, growth in the use of self and other resources, short-term and 
limited intervention strategies, shared intervention responsibilities with agency 
workers, to full responsibility for intervention with individuals, families, small groups, 
organizations and communities. 

 
Field Education and Agency Orientations 
Students will meet with their classmates and Faculty Field Liaison for SOW 5940: Field 
Education I and SOW 6945: Field Education III with Integrative Seminar during the first 
week of class. Orientation to the expectations and processes of field education will take 
place. 

 
Prior to beginning field education, students are required to review and sign the UNF 
MSW Academic & Personal Conduct Contract (provided during orientation) statement 
indicating their understanding of field education policies and procedures and 
adherence to the items outlined in the contract. Students are also expected to adhere to 
the standards and ethics of the (2018) National Association of Social Workers (NASW) 
Code of Ethics (found at https://www.socialworkers.org/about/ethics/code-of- 
ethics/code-of-ethics-english). Any violations of the NASW Code of Ethics during the 
practicum may result in some termination of field education and/or failure of the 
course. 

 
Once the described paperwork is turned in and agency processes are executed, students 
will be free to start field education at their host agency. The beginning stages of work in 
the field will involve orientation to the space, staff, mission, documentation and 
processes of the host agency. Agency training and required reading will take place 
during this time. Students will begin to discuss and eventually complete the Learning 
Contract, which they will turn in to their Faculty Field Liaison. 

 
Introduction and Orientation to Generalist and Advanced Generalist 
Practice 
Students will begin to “shadow” their supervisor and other workers in their 
professional social work duties. Students will learn the policies and procedures of the 
agency regarding service delivery. Students will take part in the service delivery offered 
by the agency and be directly exposed to clients and their associated systems. Students 
will learn the documentation expectations of the agency as well. Students will research 
the theory supporting and efficacy of the specific interventions offered at the agency. 

 
Gaining In-Depth Understanding of the Placement Agency 
Students will inquire about the general operations of the agency. Students will identify 
the clients served, source of funding, programs offered, roles and responsibilities of 
staff, education and training of staff with respect to their roles, governance of the 

https://www.socialworkers.org/about/ethics/code-of-ethics/code-of-ethics-english
https://www.socialworkers.org/about/ethics/code-of-ethics/code-of-ethics-english
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agency and formal organizational structure. Students will also identify agency norms 
and values and ascertain how to assimilate to the culture of the agency. 

 
Networking 
Whenever possible students will learn about, and be exposed to the collaborating and 
competing agencies. Students will identify the roles and overlap of these agencies and 
begin to form networking relationships with these agencies on behalf of service delivery 
to clients. 

 
Serving Clients 
Students will begin to accept duties for client service provision. Students will be given 
an increasing amount of responsibility for service delivery and caseload throughout the 
field education experience. Students will reflect on the issue of diversity and service 
provision and work to address and neutralize personal bias. Students will learn to 
protect confidentiality and seek assistance with ethical dilemmas as they arise. Students 
will become increasingly proficient in their documentation of client interaction. 

 
Integration of Classroom Knowledge 
Students will begin to apply the theory and knowledge from previous and current 
coursework to inform their holistic view of clients and their associated systems. 
Students will utilize this knowledge to enhance their client interactions. 

 
Monitoring and Facilitating Progress in Placement 
Students will participate in weekly supervision with their Agency Field Instructor to 
facilitate the progress of the Learning Contract and improved generalist service 
provision. In addition, students will receive formal feedback about their performance 
from the Agency Field Instructor and take part in site visits with the Faculty Field 
Liaison. 

 
Use of Supervision 
Each Agency Field Instructor will be required to provide at least one hour of individual 
or group supervision per week to the student. Group supervision may not make up 
more than 50% of the supervision sessions. The purpose of supervision is to provide a 
place of reflection, learning, and mentorship where students are able to process client 
and system interactions and seek guidance and assistance in addressing dilemmas or 
conflict. Both the student and Agency Field Instructor should take the supervision 
process seriously. Supervision should be scheduled and documented and both parties 
should be prepared with agenda items to be discussed in the session. 

 
Regular supervision is a characteristic of continuing professional development 
throughout the social worker’s career. Confidence building, acquisition of knowledge, 
support, and skill development are all benefits of supervision. Likewise, supervisors 
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appreciate the challenges of the student’s fresh observations, questions and feedback. 
Students and supervisors should always give priority to issues of potential harm, abuse, 
neglect or other serious concerns. In addition, students and supervisors should also give 
priority to the exploration and resolution (if possible) of ethical dilemmas. 

 
 

POLICIES AND PROCEDURES 

Placement Agency Policies 
Every agency has a set of guidelines which outline the following: laws governing the 
services provided; types of clients served and their eligibility; services offered; rights 
and responsibilities of clients and employees; hiring, retention, promotion, grievance 
and termination procedures; confidentiality and ethical issues; etc. This information 
may be found in an employee handbook or agency policy and procedure manual. The 
student is responsible for obtaining access to such guidelines and gaining familiarity 
with their contents, and to adhere to agency policies during their field placement. The 
Agency Field Instructor can inform the student regarding the location, interpretation, 
and application of the agency’s policies and procedures manual or employee handbook. 

 
Personal and Professional Safety 
There are inherent risks in social work practice. Therefore, agencies, instructors, and 
students are expected to collaborate to enhance safety and minimize risk in the field. 
Students should be allowed to read the placement agency’s written policies to address 
work situations that may involve risk. Risk policies include the following, but are not 
only limited to these: home visits, services to clients outside the agency, services to 
uncivil clients, exposure to pathogens or toxic substances, and services which may 
result in threats of violence. 

 
Agency Field Instructors are expected to remind students of agency’s policies and 
practices regarding risk management and to assign students tasks that are consistent 
with the student’s level of competence. Students are expected to adhere to agency risk 
management policies and to promptly address any concerns about their safety with the 
Agency Field Instructor. 

 
Students must be aware that there are some restricted activities during field education. 
Students are expressly prohibited from engaging in the following activities: 

• conducting home visits without being accompanied by an authorized agency 
employee; 

• transporting agency clients in personal vehicles; and 
• transporting agency clients in agency-owned vehicles without being 

accompanied by an authorized agency employee. 
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Confidentiality 
Upon beginning field education, students must accept responsibilities of practicing 
professionally in their field placements or when involved in any other activities in 
which they have direct client contact. This includes adherence to the principles of 
confidentiality. The following statements are designed to protect client anonymity, and 
to assist students in knowing how to handle privileged information responsibly. 
Students should review the NASW Code of Ethics section on Confidentiality and 
Privacy (II.H.1-5). 

 
• Students must become familiar with and follow confidentiality policies of the 

agencies in which they are placed and working with clients. 
• Students may not reveal to anyone outside source, information regarding specific 

clients, their families and/or other significant persons. 
• Students will use pseudonyms or third person references in all oral presentations 

and written assignments (process recordings, journals, logs, case studies, etc.). 
No client information or situations should be shared in any courses outside of 
classes. 

• Students must alter case information to eliminate identifying information when 
completing community or professional presentations or for written material 
distributed outside of a class. 

• Students are responsible for the protection of any professional information or 
records they might have in their possession. 

• Students should not remove records containing privileged information from 
their placement site. 

• When in doubt about the integrity of any confidentiality issue or practice, 
students should feel free to seek consultation and advice from field facilitators, 
Field Instructors, and social work faculty. 

 
Dual Relationships 
UNF adheres to pertinent standards in the NASW Code of Ethics concerning dual 
relationships and conflicts of interest. In field education, dual relationships may occur 
when a Field Director or Field Instructor maintains a relationship with a student(s) in 
more than one area, whether it is professional, in the classroom, or social. 

 
Computers, Internet Access, and Electronic Devices 
At many agencies students will have access the internet as a medium to communicate 
and share information with field instructor, and other agency resources quickly. 
Participating in social networking and other similar Internet opportunities can be 
helpful to the agency, but only when asked to foster outreach to a community or 
perform collegiality within the profession. Students may not use the Internet to defame 
field instructor, any agency colleague, and certainly not clients. 
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ADA Statement 
Students with disabilities who seek reasonable accommodations in the classroom or 
other aspects of performing their coursework must first register with the UNF Disability 
Resource Center (DRC) located in Building 57, Room 1500. DRC staff members work 
with students to obtain required documentation of disability and to identify 
appropriate accommodations as required by applicable disability laws including the 
Americans with Disabilities Act (ADA). After receiving all necessary documentation, 
the DRC staff determines whether a student qualifies for services with the DRC and if 
so, the accommodations the student requires will be provided. DRC staff then prepares 
a letter for the student to provide faculty advising them of approved accommodations. 
For further information, contact the DRC by phone (904) 620-2769, email (drc@unf.edu), 
or visit the DRC website (http://www.unf.edu/drc/). 

 
Military and veteran students who return from combat exposure may be utilizing the 
post 9/11 GI bill to continue postsecondary education goals and may need both 
physical and academic accommodations. Contact the Military and Veterans’ Resource 
Center by phone (904) 620-5131 or email mvrc@unf.edu. 

 
Non-Discrimination Policy 
The University of North Florida (UNF) is committed to providing an inclusive and 
welcoming environment for all who interact in our community. To accomplish this 
intent, UNF shall not commit or permit discrimination or harassment on the basis of 
genetic information, race, color, religion, age, sex, disability, gender 
identity/expression, sexual orientation, marital status, national origin or veteran status 
in any educational, employment, social or recreational program or activity it 
offers. Similarly, UNF will not commit or permit retaliation against an individual who 
complains of discrimination or harassment or an individual who cooperates in an 
investigation of an alleged violation of University Regulation. In exercising these 
standards, the University will not abridge either free speech or academic freedom based 
on its context. Accordingly, any member of the UNF community who believes that they 
have been subjected to discrimination, discriminatory harassment, retaliation, or sexual 
misconduct may seek guidance, counseling and/or file a complaint by contacting: 
Marlynn Jones, Director, E.O.I. and Title IX Administrator, located at Building One, 
J.J. Daniel Hall, Suite 1201, 1 UNF Drive, Jacksonville, Florida 32224-7699, or call (904) 
620-2507 or via 711 Florida Relay for persons who are deaf or hard of hearing or those 
with speech impairments and/or limitations. 

 
Resolving Field Education Concerns 
The UNF MSW program is committed to assisting students to maximize their learning 
opportunities and experiences in a field placement. Issues, concerns, and demonstrated 
difficulties need to be identified and addressed in a professional manner in order to 
provide resolution and/or corrective actions as necessary. Every effort is made to 
ensure that the students’ rights to due process are protected, as well as ensuring the 

mailto:drc@unf.edu
http://www.unf.edu/drc/
mailto:mvrc@unf.edu
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appropriate protections to agency and client interests. When a concern is identified, the 
following sequence of activities should occur. 

 
The Agency Field Instructor and student should attempt to resolve concerns through 
openly discussing the issues and identifying changes which could alleviate the 
problems. 

 
The Field Faculty Liaison and Field Education Director serve as resources to assist the 
student and/or Agency Field Instructor in resolving concerns. The Faculty Field Liaison 
may use a variety of methods including joint and individual meetings and behavioral 
contracts to assist in resolving the problems. Although students should have input into 
the placement process, only the Field Education Director can decide if a student should 
be reassigned to a second agency if termination from the first becomes necessary. 

 
In those cases where the problem appears to be questionable educational opportunities 
and/or professional practices on the part of the Agency Field Instructor or agency, the 
Field Education Director will evaluate whether the agency or Agency Field Instructor 
will continue to be utilized as an educational resource for the MSW program. 
 
 
Grievance Process 
Academic performance within a given course is evaluated using standards clearly 
outlined in the course syllabus. Each syllabus contains information on learning outcomes 
or objectives, required assignments and assessments (including reading, out of class 
experiences, etc.), and the scale that used in calculating final grades. Students are also 
instructed to keep all work from their courses until final grades are posted so as to 
substantiate claims of errors in grade calculation. In the event that a student feels s/he 
was graded unfairly or inappropriately, the UNF policy on appeal of grades requires 
that students first seek a resolution with the instructor, who has the authority to change 
the student’s grade. Should the instructor refuse, the student can appeal the instructor’s 
decision to the Department Chair, then to the Dean if necessary. Should that decision 
prove unsatisfactory to the student, s/he may approach the University Academic 
Appeals Committee, who will hear the case and make a recommendation to the Provost. 
Students have 90 days after a final grade is posted to initiate an appeal. 

 
Sexual Harassment  
University of North Florida prohibits discrimination on the basis of sex or gender in its 
educational programs and activities. Discrimination on the basis of sex or gender is also 
prohibited by federal laws, including Title VII and Title IX. The Director of the Office of 
the Equal Opportunity and Diversity (“EOD”) has been designated by UNF as its Title IX 
Director, Ms. Marlynn R. Jones, Esquire, marlynn.jones@unf.edu or phone at (904) 620-
2507. The Title IX Director is charged with making the University a place free from 
sexual discrimination, and to ensure that students, faculty, and staff address are in  
 

mailto:marlynn.jones@unf.edu
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compliance with this regulation. For further information see the Title IX Help and 
Guidance on UNF website (https://www.unf.edu/Title_IX/Help_and_Guidance.aspx).  

  
Any student who believes that he or she has been subjected to sexual harassment has the 
right and obligation to report it to the Director of Field Education or the MSW Program 
Director.  

 
Dismissal of Students from Field Education 
The field instructor at placement agency or field faculty liaison can request a student to 
be removed from placement agency for several reasons.  Students may be terminated 
from field education in situations where their level of performance or professional 
conduct is far below the standards expected of a MSW student. Examples of this 
include: the student does not demonstrate reasonable progress in meeting the field 
education learning objectives (and after an unresolved corrective action plan) 
requirements, or clock hours; inappropriate presentation of self; or lack of commitment 
to investing in the field placement’s learning opportunities. Responsibilities increase as 
the student becomes more experienced with agency policies and activities.  

 
Students may be terminated because they exhibit behaviors that are inconsistent or at 
odds with the NASW Code of Ethics. If there is an allegation of student professional 
misconduct, the Faculty Field Liaison will initiate an examination of the misconduct. 

 
Students may be terminated due to unexcused or prolonged absences from the field 
education setting. Students may experience unexpected life events that impair their 
ability to make successful progress towards meeting the practicum learning objectives. 
Students must communicate with the Field Education Director to provide notice of such 
unexpected life events. There will be no distinction between excused or unexcused 
absence as students are required to meet the total number of hours to receive credit for 
the course. However, students may be eligible to receive a grade of “Incomplete” under 
certain circumstances. A grade of “Incomplete” will be assigned only in situations 
where there are extreme, unanticipated, extenuating circumstances that prevent a 
student from completing their hours. Lack of reliable transportation is not a compelling 
reason to be granted an “Incomplete.” However, serious illness, injury, or 
hospitalization may be considered for a grade of “Incomplete.” An “Incomplete” will 
only be granted under certain conditions to which the student must consent. Students 
must agree to finish their hours during a timeframe that is agreed to by both the Field 
Education Director and Agency Field Instructor. Students must be in good standing 
with UNF and have satisfactory evaluations from their Agency Field Instructor. The 
decision to grant the grade of “Incomplete” will be the discretion of the Field Education 
Director. 

 
Students may be terminated if their continued participation in the field education 
setting is judged by the Faculty Field Liaison and/or the Agency Fieldwork Liaison to 
adversely affect the clientele served, the student, the participating agency, or the UNF 

https://www.unf.edu/Title_IX/Help_and_Guidance.aspx
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University. 

 
If a student’s field education placement is terminated, the Program Director will be 
notified and the student will not receive a passing grade for field education. The 
Program Director will confer with the Department Chair. The Department Chair will 
decide whether the student should be expelled from the MSW program. If the student is 
not expelled from the MSW program, the Program Director and Field Education 
Director will identify the necessary steps for the student to take to be permitted to enroll 
in field education. A grade of “I” (Incomplete) will not be granted to students that are 
terminated from their placement. In most cases, student will receive “fail” for their 
grade except in cases where medical withdrawal will apply. 

 
Procedure for Removal of Students from Field Education 
In any situation involving an emergency or danger where there appears to be a 
potential of harm to clients, students or other professionals, or serious breaches of the 
NASW Code of Ethics (i.e. breaches of confidentiality, client boundary violations, etc.), 
the student will be immediately removed from the field education setting and the Field 
Education Director will conduct an Administrative Review. In the case that the student 
has violated a local, state, or federal law with carelessness or malicious intent, law 
enforcement agencies or other investigative agencies (e.g., Florida Department of 
Children and Families) will be notified. 

 
In less serious or more discrete allegations of student misconduct, the Field Education 
Director and Faculty Field Liaison will follow certain steps to address the allegations 
made against the student. The Field Education Director will communicate with all 
associated parties and gather all the information available that is related to the 
allegation(s). The student will be informed of the concerns and given an opportunity to 
respond. After reasonable investigation and consultation, the Faculty Field Liaison and 
Field Education Director may conclude that the removal of the student is justified and 
shall notify the student and the Agency Field Instructor of the removal from field 
education. 

 
The Field Education Director will conduct an Administrative Review and present it to 
the Program Director for consideration. Copies will be provided to the student, Faculty 
Field Liaison, and Agency Field Instructor (if warranted). After consideration of the 
Administrative Review, the Program Director will meet with the student and Field 
Education Director and determine whether the student should be expelled from the 
MSW program. If the student is not expelled from the MSW program, the Program 
Director and Field Education Director will identify the necessary steps for the student to 
take to be permitted to enroll in Field Education I or II in the future. A grade of “I” 
(Incomplete) will not be granted to students that are terminated from their placement. 
In most cases, student will receive “fail” for their grade except in cases where medical 
withdrawal will apply. 
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FIELD EDUCATION ROLES AND RESPONSIBILITIES 

Role of the Field Education Director 
The MSW Field Education Director coordinates the development, implementation, and 
ongoing administration of Field Education policies and procedures. The Field 
Education Director develops and maintains agency field placement sites, provides on- 
going support for Agency Field Instructors, and develops training and evaluation 
materials that support field education. The Field Education Director supervises the 
Faculty Field Liaisons and provides consultation regarding concerns with students or 
agency field placement sites. The Field Education Director makes decisions regarding 
areas of concern for students, Faculty Field Liaisons, and Agency Field Instructors. The 
Field Education Director may consult with the MSW Program Director regarding such 
areas of concern. The Field Education Director is responsible for the placement of all 
students in their agency field placement sites. 

 
Role of the Faculty Field Liaison 
The Faculty Field Liaison is the primary contact for students in Field Education. Each 
student will be assigned to a Faculty Field Liaison. An effort will be made to provide for 
continuity of Faculty Field Liaisons across the fall and spring semesters. The Faculty 
Field Liaison is responsible for monitoring the students’ performance and for assigning 
the students’ final grade for Field Education courses. The Faculty Field Liaison meets 
with the student and Agency Field Instructor for a site visit at least once per semester. 
The Faculty Field Liaison assists the student and Agency Field Instructor by serving as a 
resource to facilitate a clear and open communication process, responding to requests 
from either to intervene in resolving concerns. The Faculty Field Liaison may use a 
variety of methods including joint and individual meetings and behavioral contracts to 
assist in addressing the issues raised. 
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Role of the Agency Field Instructor 
The Agency Field Instructor is an agency-based social worker that has been approved 
and appointed by the UNF MSW Program to direct and supervise the field education 
student in the agency site. The Agency Field Instructor is the primary contact within the 
agency setting. The Agency Field Instructor must have earned a MSW from an 
institution accredited by the Council on Social Work Education and have at least two 
years of post-graduate direct service experience. There are no exceptions to this 
requirement. The Agency Field Instructor will: 

• provide a comprehensive orientation to students; 
• provide at least one hour of scheduled supervision to students each week; 
• provide students with adequate work space and equipment; 
• collaborate with students and other agency personnel to create a wide range of 

learning opportunities appropriate to the student’s knowledge and skill level; 
• model professional and ethical behavior; 
• monitor students’ progress on an on-going basis, providing regular feedback and 

constructive criticism; 
• complete all evaluation and monitoring tools required by the MSW program; 
• evaluate students’ progress and performance in a respectful, fair, and rigorous 

manner; 
• participate in site visits with students and the Faculty Field Liaison; and 
• report performance issues, concerns, ethical violations, and critical incidents 

immediately to the Faculty Field Liaison. 
 
In some cases, the student may also be assigned a Task Supervisor. The Task 
Supervisor is a human services professional who has been recommended by the agency 
and approved by the UNF MSW Field Education Director to conduct day-to-day 
supervision under the guidance of the Agency Field Instructor. Task Supervisors must 
hold an undergraduate or graduate degree in a discipline that prepares them to work at 
the organization and sufficient practice experience to provide daily oversight of field 
education students. In such cases, the Agency Field Instructor meets at least weekly 
with the field education student for supervision to reinforce a social work perspective 
and values. 

 
Role of the Host Agency 
Each social work program establishes its own criteria for agencies to be used for field 
education, in accordance with the general basic standards set forth by the Council on 
Social Work Education. The following specific criteria have been approved by the UNF 
MSW Program. 

 
• The agency philosophy of service shall be compatible with the educational 

objectives of social work, which embody the values, and ethics of the social work 
profession. 
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• The agency must provide qualified Agency Field Instructors for the students. 
• The Agency Field Instructor must have earned a MSW from an institution 

accredited by CSWE and have at least two years of post-graduate direct service 
experience. 

• Agency Field Instructors must have a commitment to social work values as well 
as demonstrated competence in teaching and practice. 

• Agency Field Instructors are not appointed by the agency but by the MSW Field 
Education Director. 

• Agency Field Instructors must be fully integrated staff members and be granted 
release time to provide instruction and supervision, attend University sponsored 
orientation and faculty development workshops, and meet with the Faculty Field 
Liaison. 

• The agency should develop and maintain the basic programming of the agency 
without having to rely on students. 

• The agency shall provide orientation and training to assist the student in 
understanding the agency’s mission and client population and to support the 
program’s educational objectives. 

• The agency shall provide the student with work space, supplies, and staff 
support sufficient to fulfill the student’s assigned service functions within the 
agency. 

• The agency agrees to provide the student with learning experiences which meet 
field education guidelines for the student’s educational development. 

• In those cases where stipends are awarded, the agency shall notify the Field 
Education Director regarding who will receive stipends, the amount of the 
stipends, and how the stipends will be disbursed. 

 
Role of the Student 
The student is responsible for meeting all the requirements for Field Education and 
Integrative Seminar courses. In addition, the student must maintain an appearance and 
demeanor of a professional social worker. Students must abide by all the policies and 
procedures outlined in the MSW Field Manual. Students are required to observe the 
policies, procedures, standard of conduct and regulations of their host agency. Students 
must adhere to all tenets of the NASW Code of Ethics, including maintaining 
confidentiality in all aspects of client and agency contacts and records. Students who 
receive a stipend will be responsible for taxes or withholdings as required by the 
Internal Revenue Service. Students may have to secure additional Professional Liability 
Insurance. Please visit http://www.naswassurance.org/malpractice/student-liability- 
individuals for further information. In addition, they may also be responsible for the 
cost of background screenings if the host agency does not pay for the screening. 

http://www.naswassurance.org/malpractice/student-liability-individuals
http://www.naswassurance.org/malpractice/student-liability-individuals
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