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Foreword 
 

This manual handbook has been designed to supplement FGCU materials already provided to 

students.  It is organized to provide the student with the policies and practices of the MSW 

Program Office of Field Education.  Students in the MSW Program should consider this their 

Field Education textbook and, as such, as required reading.   

 

Every possible effort is made to keep the information contained herein accurate and up to date.  

However, policies and procedures do undergo development and revision from time to time.  

Therefore, the Division of Social Work reserves the right to alter or change any policy or 

procedure contained in this manual at any time.  Students and other constituents (i.e., field 

instructors, faculty, etc.) will be informed of any changes made in as timely a manner as 

possible.  Inquiries should be directed to:  

 

Bob Soter, MSW 

Coordinator, MSW Field Placement 

Division of Social Work 

rsoter@fgcu.edu 

 

 

Mary Hart, Ph.D., LCSW 

Interim Director 

Division of Social Work 

mhart@fgcu.edu 

http://cps.fgcu.edu/sw/  

 

 

Physical Address: 

Florida Gulf Coast University 

Division of Social Work 

Academic Building 3 

10501 FGCU BLVD, South 

Fort Myers, FL   33965-6565 

Main: (239) 590-7825 

Fax: (239) 590-7758 

mailto:rsoter@fgcu.edu
mailto:mhart@fgcu.edu
http://cps.fgcu.edu/sw/
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SECTION 1: FIELD EDUCATION POLICIES AND PROCEDURES 

 

1.1 Introduction 

Field education is an essential component of the MSW Program.  It is where theories and concepts are 

integrated with actual social work practice.  The field placement is guided by standards set forth by the Council 

on Social Work Education (CSWE) and the MSW Program’s Mission. 

 

The standard two-year full-time curriculum is structured so that the student:  

 Is assigned to two different field sites: one in the Foundation Year and the second in the Concentration 

Year; 

 Is enrolled in three (3) credit hours of Field Education each semester the student is in field;  

 Completes 500 hours of field education per academic year (250 hours per academic semester; roughly 

16-17 hours per week for 15-16 weeks), and  

 Is concurrently enrolled in Foundation courses, in the first year, and Concentration courses, in the 

second year of the program. 

 

The four-year part-time curriculum is structured so that the student: 

 Completes the field work in the second and fourth years of the program.   

 Is assigned to two different field sites: one in the Foundation Year placement and the one in the 

Concentration Year placement.   

 Is in field for three (3) semesters: fall, spring, and summer for the Foundation Year placement; and 

summer, fall, spring for the Concentration Year placement.   

 Is enrolled in two (2) credit hours of Field Education each semester the student is in field.   

 Completes 500 hours of field education per academic year as follows: 

o Foundation Year: fall (190 hours), spring (190 hours), summer (120 hours). 

o Concentration Year: summer (120 hours), fall (190 hours), and spring (190 hours). 

 Is concurrently enrolled in Foundation courses and Concentration courses. 

 

Admission criteria for field education are congruent with admission criteria into the MSW Program itself.  Full-

time students are admitted to field education concurrently with their other social work academic courses 

beginning with their first semester in the program.  Part-time students, on the other hand, are admitted into field 

education, typically, in their second year (fall semester) of the program.  Students are placed in a variety of 

community-based social service organizations which serve the five-county Florida Gulf Coast University area 

(Lee, Collier, Charlotte, Hendry, and Glades). 

 

1.2 Field Curriculum Design 

1.2.1 Field Education Credits, Days, and Clock Hours 

All students admitted to either the two-year full-time MSW Program or the part-time four-year MSW Program 

are required to successfully complete 1000 clock hours of field education.  Students admitted with Advanced 

Standing or, in some cases, transfer students, are required to complete the Concentration Year field requirement 

of 500 clock hours of field education.   

For full-time students, in both the Foundation Year (first year) and the Concentration Year (second year) the 

requirement is two semesters, 3 credit hours per semester which equals 250 clock hours per semester (Fall 

through Spring).  Generally, this works out as two days a week, comprising a placement day of approximately 

eight (8) hours, minimum.  Thus, students will be in field 16 hours a week for 16 semester weeks (first day of 

class through the last day of class).   

 



 

5 

Students in the standard four year part-time program complete fieldwork in year two and four of the program.  

Part-time students complete their field work requirement in three semesters as follows: 

 

 Foundation year: Field IA (Fall), IB (Spring), and IC (Summer).  Two credits of field education per 

semester totaling 6 field education credits.  

 Concentration Year: Field IIA (Summer), IIB (Fall), and IIC (Spring).  Two credits of field education 

per semester totaling 6 field education credit hours.   

 

Part-time students will be in field 12 hours a week for 16 weeks in both fall and spring terms (first day of class 

through last day of class); and 12 hours a week for 10 weeks in summer.  Generally, part-time students shall 

expect to report to field placement twice a week.  The ideal part-time schedule will consist of 6 hours per day 

twice a week.  An alternative schedule is one 8-hour day plus one 4-hour day.  While any student can have the 

occasional work day consisting of less than 4 hours, no student shall plan to work less than 4 hours a day on 

a regular basis (regardless of whether part- or full-time). 

 

The designation of the actual days/hours for field work is set in consultation with the student, field instructor, 

and field coordinator.  The ideal schedule should be based upon the following four criteria: 

1. Providing the student the opportunity to experience a normative work day for the agency  

2. Continuity of service to clients  

3. Availability of supervision  

4. Ability to meet curriculum expectations for field education as specified by the Division of Social Work. 

 

Students are scheduled at their field site during normal business hours.  A few agencies provide evening and 

week-end hours.  Approval of a field placement schedule outside of normal business hours will be guided by the 

same four criteria as all other placements.  Thus, unless these criteria can be met, generally speaking, evening 

and weekend only placements should not be expected.  Approval from the OFE is required for placements that 

will be completed primarily during weekend and/or evening hours.   

 

1.2.2 Prior Work Experience 

In accordance with National curriculum policy, prior employment, and/or life experiences are not credited to 

field work placement. 

 

1.3 Objectives for the Foundation Year Field Placement (SOW 6532, SOW 6533) 

Foundation students are placed in an agency that provides a generalist experience for a total of 500 clock hours.  

These objectives are intended to integrate Foundation core curriculum areas within the Field Placement 

experience.  The foundation areas to be integrated are: Human Behavior in the Social Environment, Social 

Welfare Policy, Social Work Research, Human Diversity & Oppression, and Integrated Social Work Practice.   

 

By the end of the foundation year, students are expected to demonstrate the knowledge, values, and skills of a 

culturally competent generalist social work practitioner while seeking to alleviate human oppression and 

working for social justice on behalf of and together with their client populations. 

 

Through the Field Experience, at the end of the Foundation Year, students will demonstrate the skills to: 

 Initiate, assess, plan, intervene, evaluate, and terminate direct service from an empowerment-based, 

ecological perspective appropriate to an entry master’s level professional social worker.   

 Work as part of inter- or multi-disciplinary teams, organizational networks, or coalitions regarding an 

issue or problem. 
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 Advocate for a particular issue and/or target population at the individual, group, community or 

organizational level. 

 Promote client dignity, individualization, and self-determination in a non-judgmental manner while 

promoting equal access to resources, services, and opportunities. 

 Identify ethical concerns and adhere to the NASW Code of Ethics.  

 Identify the impact of class, ethnicity, gender, sexual orientation, physical or mental disability, and age 

within a social context. 

 Engage in entry-level clinical community social work practice that is culturally competent. 

 Transfer or terminate clients and assignments appropriately and to address and resolve termination 

issues. 

 

1.4 Foundation Year Competency Outcomes 

Through the Field Experience, at the end of the Foundation Year, students will demonstrate the ability to: 

 Use professional supervision appropriately.   This includes, but not limited to, preparation for 

supervisory conferences, assimilation of feedback into future practice, and demonstration of problem-

solving strategies in supervision. 

 Identify unmet needs along with the policies that contribute to the perpetuation of a particular social 

issue from both a micro and macro perspective. 

 Utilize appropriate data collection skills from a person-in-environment perspective utilizing a variety of 

tools such as psychosocial assessment, personal interviews, and archival data.  

 Apply basic crisis intervention skills, critical thinking, and problem-solving skills.  

 Communicate both verbally and in writing at the graduate level.  

 Appropriately terminate or transfer clients while identifying any personal termination or transfer-related 

issues and address these issues in supervision.  

 Identify personal values and biases that may impact client and/or colleague interaction and address these 

issues in their supervisory sessions. 

 

1.5 Objectives for the Concentration Year Field Placement (SOW 6535, SOW 6537) 

Advanced level students are placed in an agency that provides clinical and community-oriented practice 

experiences for 500 hours, for an annual total of 1000 hours.  These objectives are intended to integrate the 

Concentration Year curriculum areas within the Field Placement experience.  The concentration areas to be 

integrated are: Clinical Community Practice with Individuals & Families, Clinical Community Practice with 

Groups, Ecological Assessment of Psychopathology, Administration I&II (or elective), Research II, and 

Community Organizing. 

 

Through the Field Experience, at the end of the Concentration Year, students will demonstrate the skills to: 

 Evaluate, diagnose, develop a treatment plan, intervene, evaluate, and terminate clients as appropriate to 

an advanced master’s level professional social worker. 

 Develop community partnerships that enhance client services.  

 Conduct applied research related to client, agency, or community issues and enhance the practice of 

professional social work.  
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 Analyze social policy, influence social policy development, and understand the impact of these 

processes on clients systems, service providers, organizations, and communities. 

 Identify ethical issues and concerns and demonstrate problem solving related to these concerns in 

accordance to the NASW Code of Ethics.  

 Provide advanced community clinical intervention at the individual, family, groups, and community 

levels. 

 Identify the impact of class, ethnicity, gender, sexual orientation, physical or mental disability, and age 

within a social context and develop awareness of their own cultural reference.  

 Engage in advanced clinical community social work practice that is culturally competent. 

 

1.6 Concentration Year Competency Outcomes 

Through the Field Experience, at the end of the Concentration Year, students will demonstrate the ability to: 

 Appropriately use professional supervision.  This includes, but is not limited to, preparation for 

supervisory conferences by preparing case studies, process-recordings or other assignments that assist 

the field instructor in assessing the student’s development of advanced community clinical practice 

skills. 

 Apply social work values and ethics for advanced community clinical practice with diverse client 

systems of various sizes (individuals, families, groups, and communities). 

 Practice culturally-competent advanced community clinical practice guided by a respect for human 

diversity on the basis of a variety of factors including gender, race, ethnicity, sexual orientation, religion, 

physical or mental disability, or age. 

 Apply knowledge of the interrelationships between bio-psychosocial, cultural, environmental, social, 

economic, and political factors in human and their implications for clinical community practice with 

diverse client systems of various sizes. 

 Apply a range of social work interventions or treatment modalities within an empowerment knowledge 

base for working with diverse client systems of various sizes. 

 Apply community clinical practice interventions in the identification, analysis, and problem solving of 

community-based problems in diverse client systems of various sizes.  

 Apply empowerment principles and skills that recognize the strengths and capacities of diverse client 

systems of various sizes in a culturally competent manner. 

 Apply macro level skills together with micro level clinical practice skills in practice with diverse client 

systems of various sizes where appropriate. 

 

1.7 The Role of the Office of Field Education (OFE) 

The Division of Social Work assumes the following roles and responsibilities to assure quality field experiences 

for students: 

 Developing the field curriculum in conjunction with the faculty. 

 Developing field policies and procedures in conjunction with faculty and disseminates these to students, 

faculty, and field instructors. 

 Develops methods and strategies for the dissemination of field policies and procedures (i.e., Field 

Manual, ANGEL). 
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 Recommends and assigns students for placement in agency settings and provides students with relevant 

information regarding the agency. 

 Grants final approval for all field placements.   

 Assigns a field liaison that will have a minimum of two planned contacts, including at least one site visit 

per semester at the agency. 

 Distributes course objectives, evaluation forms (and other relevant documents/forms), and field calendar 

to students, field instructors, task supervisors, and field liaisons. 

 Provides orientation for students, field instructors, task supervisors, and faculty on curriculum 

requirements, Field Placement requirements, and learning objectives. 

 Develops, monitors, and maintains relationships with placement sites for students. 

 Assists field liaisons with problem solving as needed. 

 Awards grade for field education courses in close consultation with the Field Liaison and Field 

Instructor (and Task Supervisor, if applicable).   

 Maintains student field records. 

 

1.8 The Placement Process 

The OFE must arrange all placements.  The responsibility for selecting and approving agencies, initiating 

placement arrangements, and approving student placements rests with the OFE.  The Field Coordinator assesses 

the suitability of agencies as student training sites and approves those that meet the Division's requirements.  

Only Division-approved sites can be used for field education.  

 

The Field Coordinator and Division faculty work with agencies to identify and cultivate opportunities for 

student placement on an ongoing basis.  Existing agencies are routinely canvassed with regard to their 

willingness and ability to and interest in providing student placements. The Field Coordinator gathers 

information from agencies as to the number of students that can be effectively accommodated, the type and 

variety of practice assignments afforded, the availability of qualified field instructors, and other pertinent data. 

 

Students must not initiate contact with any agency to seek a placement within that agency without prior 

approval of the OFE.  A student wishing to know if a particular agency of interest is on the list of Division-

approved sites, will direct this inquiry to the OFE, NOT to the agency in question.  In addition, any 

placements initiated without the authorization of OFE will not be approved.  If a student brings to the 

attention of the OFE an agency that is not on the Division-approved list of field placement sites in a timely 

manner, it may be possible for the site to be developed and approved, if the agency meets the requirements.  

However, the OFE cannot guarantee that this type of arrangement can be made, particularly if there are 

sufficient agencies already on the Division-approved list that can meet the student’s placement needs.   

 

As part of the Division of Social Work New Student Orientation which takes place every fall on the Saturday 

prior to the beginning of classes, the Field Coordinator facilitates a mandatory session exclusively on field 

education for students.  At the orientation students are provided with an overview of field education policies and 

procedures as well as of the resources they will need such as the Field Manual and instructions for accessing 

and using the MSW OFE Virtual Office on ANGEL.  All of this information is geared toward helping each 

student successfully fulfill his/her field education requirements.   
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1.8.1 Step One: The Pre-Placement Field Interview 

The OFE holds two Pre-Placement Field Interview periods a year: one in summer and the other in spring.  The 

actual dates will be posted on the Field Calendar on ANGEL.  Students are responsible for participating in the 

Field Interview process according to the following guidelines.  Students that do not interview in a timely 

manner, limit their field placement options.   

 

 SUMMER:  

 Interviews for all incoming full-time first/foundation year, Advanced Standing, and, Transfer 

(foundation or concentration year) starting field in the fall.   

 Students are contacted by mail (including email) and provided with the field application and invited 

to schedule their field interview appointment.   

  

 SPRING:  

 Continuing full-time students, going into the concentration year field placement in the fall. 

 Continuing part-time students going into their first/foundation year field placement in the fall. 

 Continuing part-time students going into their second/concentration year field placement in the 

summer (Summer C Session). 

 Students download their respective field application from ANGEL and contact OFE to schedule their 

interview.   

 

The field interview has several goals.  One goal is to address questions or concerns the student may have 

regarding field placement policies and procedures.  To help focus this part of the interview, students are 

encouraged to prepare by thoroughly reading the Field Manual prior to the interview.  Students should consider 

this as the Textbook for all their field education courses.   

 

At the conclusion of the interview, the student will have been provided with 1-3 agency referrals for potential 

field placements.  Each agency has a designated contact person (who may or may not be a field instructor) who 

works with the agency staff to forecast the number and level (Foundation, Concentration) of students that can be 

accommodated by the agency for the upcoming academic year. 

 

Various factors are taken into consideration with regard to determining possible ―fit‖ between a student and an 

agency/field instructor.  For example, population(s) served (i.e., elderly, children, adolescents, adults, etc.), 

modalities in which agency engages (i.e., group work, crisis intervention, psychodynamic approaches, 

behavioral approaches, community development, etc.), and area of practice (i.e., substance abuse, mental health, 

health, domestic violence, homelessness, etc.). 

 

Other factors include a student’s educational, employment, and/or volunteer background or prior experience.  

The field placement should provide the student with opportunities for new learning and/or for the enhancement 

of existing skills.  Thus, every effort will be made to place a student in a setting where this can take place.  For 

example, placing a student in an agency or program where he/she has been previously employed would not be 

appropriate, unless it could be documented exactly how the field placement experience would be qualitatively 

different from what the student had done there previously as an employee.   

 

Finally, while a student’s preferences for a particular agency based on area of practice, population, geographic 

location, etc. will be taken under consideration, the OFE does not guarantee that these preferences can or will 

be met. 
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1.8.2 Step Two: Agency Interviews 

All placements require that an agency interview take place first.  The student will need to arrange the agency 

interview with the designated agency representative after step one has been completed.  Sometimes it is 

necessary to interview with more than one person before an agency will communicate acceptance or denial of 

placement.  These interviews take place at the initiation of the agency, not the student.  Any interviews outside 

of the parameters established by the agency and the OFE are to be first approved by the Field Coordinator.   

 

Placement interviews should be handled like job interviews, which require appropriate professional behavior 

and attire.  During the interview, the student learns of the requirements of the particular placement and the 

educational opportunities available at the agency.  Students may obtain a list of suggested questions to ask their 

placement interviews from the OFE.  Students should be prepared to answer questions about their background, 

educational and career goals, and why they might desire that particular placement.   

 

The agency interview is also the time for the student to discuss and make arrangements with the field instructor 

regarding their schedules.  It is important that the student be totally candid with the potential field instructor 

regarding any scheduling issues with regard to coursework within the MSW Program curriculum and work 

schedules.  Field instructors are informed that first year students are in class on Wednesdays and that second 

year students are in class on Mondays, but it is probably a good idea to review this information with the field 

instructor during the interview.    

 

At the interview, the field instructor assesses the student's level of interest and suitability for the general type of 

assignments they have in mind.  Typically, at this point placement decisions are finalized.  If any well-founded 

reservations about the suitability of the match exist for either the field instructor or the student, the OFE should 

be informed and the student continues the search process.  The student, at this point, may be re-interviewed by 

the OFE and additional referrals are provided.   

 

1.8.3 Step Three: Field Confirmation Form 

Once it has been determined by mutual agreement (between student and agency) that a match has been made, 

the student submits a completed Field Confirmation Form (FCF) to OFE for approval.  The OFE reviews the 

FCF and then communicates approval of the placement to the student and field instructor.  This is a very 

important part of the process, given that it secures student’s slot in that agency with that field instructor.  

Incomplete FCFs will only serve to delay approval of the placement.  There may be several students (including 

students from other programs) interviewing for the same field placement and every agency has a limit as to how 

many students they can accept during any given academic year.  Thus, it is important to move swiftly, first to 

schedule and successfully complete the agency interviews; and, then, even more so to complete and submit the 

FCF to the OFE for approval.  A field placement is not final, until OFE approves the CF.  Once the 

placement is approved, the original is kept in the student’s field file and a copy is forwarded to the faculty 

liaison.  

 

1.8.4 Step Four: Placement Begins 

All field placements begin the first week of classes, as follows:  

 FALL SEMESTER: 

o Full-time students beginning Foundation Year Placement 

o Part-time students beginning Foundation Year placement  

 SUMMER 

o Part-time students beginning Concentration Year Placement.   
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Students are not to plan to begin (or, for that matter, end) field placement early without OFE authorization.  

Student should plan to report to field placement weekly during the official academic semester, according to the 

schedule established when the Confirmation Form was completed.  Sometimes, schedules are later revised, but 

this cannot take place unilaterally.  In other words, neither the student nor the field instructor may alter the 

student’s weekly schedule without consulting with each other.  Adjustments to the schedule within the 

parameters of the official 16 week academic semester for which the student is registered for Field Education 

course(s) that will not prevent the student from fulfilling their 500 hour requirement need not be reported to the 

OFE.  However, any change in schedule that may result in either delaying or speeding up the completion of the 

field placement, must be approved by the OFE.  If a student without authorization completes the required hours 

in advance of the semester's end, he/she must continue to report to placement, even if this results in completion 

of hours well in excess of 500 (or 250 per semester).  

 

Once the student begins fieldwork, the faculty liaison monitors and guides the educational quality of the 

fieldwork as well as agency/student compliance with OFE policies and practices.  The student's final field 

education grade for each semester is awarded by the OFE in close consultation with the field instructor, task 

supervisor (if applicable), and the field liaison.  Any difficulties encountered (e.g., scheduling, excessive 

absences, performance, etc.) that cannot be resolved at the agency and advising level, must be brought to the 

attention of the Field Coordinator immediately. 

 

1.9 The Role of the Field Faculty Liaison (and Academic Advisor) 

In addition to academic advising, it is the task of the Field Liaison to oversee and monitor a field placement 

with two primary objectives:  

1. To ensure that the student has a broad-based, adequately supervised, and satisfactory learning and 

growth experience, and 

2. To ensure that the student develops the necessary minimum knowledge, skills, and values for entry-level 

professional social work practice and that the student is well matched with the profession. 

 

The role of Field Liaison is fulfilled by members of the Division of Social Work Graduate faculty or by faculty 

specifically hired and trained for this purpose.  Tasks that may be performed by the Field Liaison include (but 

are not limited to): 

 General oversight of the placement. 

 Visitation to the student and placement site at least once per semester. 

 Telephone contact and follow-up when needed. 

 Prompt response to requests from students and field instructors. 

 Problem resolution, including extra visits and phone calls to agency and student to help bring concerns 

to satisfactory conclusion. 

 Assistance to the student and field instructor, if needed, in the development of the Learning Contract. 

 Review and final approval of the Learning Contract. 

 Assistance with evaluation process, if needed. 

 Provide feedback to the OFE regarding grade assignment.   

 Written record of field visits and documentation of problem resolution activities. 

 Assist student with developing a study plan and for monitoring progress in that regard. 
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Once a student has been placed, the Field Liaison becomes the point person for both student and field instructor 

when dealing with concerns relating to field placement issues, problems, or concerns.  The Field Liaison has the 

support of the Field Coordinator and the Division Director when circumstances require it.  The OFE assigns 

each student a faculty member who will be his/her Field Liaison and Academic Advisor for at least one 

academic year. 

 

 

1.10 The Role of the Field Agency 

Social service agencies provide the laboratory sites for student field placements. All public agencies and 

occasional private agencies are prospective field placement sites. Private practices and insurance driven 

organizations are usually not considered for student placements.  

To become affiliated with the MSW program as a field placement host, an agency must:  

 Complete an Agency Profile Sheet 

 Be willing to cooperate fully with the field program’s policies and procedures, and  

 Sign an Affiliation Agreement 

 

Agencies selected by the school tend to be those with solid service histories and the ability to offer a broad 

selection of experiences to students. The prospective agency will be required to:  

 Assign students to a variety of direct and indirect client practice experiences.  

 Provide office space and reasonable clerical support for the student role.  

 Permit adequate field instruction time for student supervision, and 

 Be committed to a participatory role in the preparation of competent future social workers.  

 

The school views the agency as a full partner in the provision of quality education and welcomes feedback 

which leads to improvements in the social work services program and in the community-school cooperative 

venture.    

 

There are various intrinsic rewards for an agency in assuming the role of field placement site, rewards that 

relate to educational/mentoring objectives as well as long-term service provision objectives. More concrete 

rewards include the services provided by the student on behalf of the agency, the opportunity to hire students 

who have been trained under the auspices of the agency, and fee waiver benefits to field instructors. 

 

The following criteria are used for selection of field placement agencies: 

 The agency should have a substantial history of service provision within sound ethical standards. 

Adequate stability is necessary to provide a solid foundation for comfortable student learning and 

growth. 

 The agency should be committed to the development of social workers and to its role in that process. 

 The agency should be willing to see its field instruction staff as having a general educational role with 

the student that goes beyond the teaching of specific agency job(s). 

 The agency must complete the Agency Profile Sheet and sign the Agency Affiliation Agreement. 

 The agency must have available staff qualified to perform the field instructor role willing and able to 

take on this role. 
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 The agency should be willing to allow sufficient supervisory time, should be able to provide appropriate 

space and work materials for students to function satisfactorily, and pay standard mileage rates if student 

must drive on job. 

 There should be sufficient number and variety of assignments available that students will get a broad 

learning experience consistent with curriculum taught by the school. 

 The agency should be willing to provide suitable orientation for the student, as well as on-going 

inclusion in basic agency activities such as staff meetings, in-service trainings, and safety measures.  

 Agencies should not ask students to do anything that they would not ask of paid social work staff (such 

as routine clerical work, transportation unrelated to assigned cases, fund raising activities, or going on 

home visits alone when proper safety maintenance calls for reinforcement). 

 The agency should have written policies in place with regard to sexual harassment, accommodations of 

persons with disabilities, affirmative action and non-discrimination, and commitment to diversity and 

social justice. 

 The development of student manuals, which contain all information students need in order to execute a 

successful placement specific to the agency, is strongly encouraged. 

 Agencies must be willing to permit students to bring to class examples of their work such as 

psychosocial assessments and process recordings for confidential discussion; all identifying items in 

such materials must be removed before transportation of the documents, either physically or 

electronically. 

 Agencies must also be willing to assist students in the completion of classroom assignments that are 

based on fieldwork. 

 

1.10.1 Orientation to the Agency 

The agency is responsible for agency-based orientation, which typically occurs during the first week of field.  In 

general, the orientation should consist of acquainting the student with the various services offered by the agency 

and the range and scope of possible assignments.  Planning for these assignments should begin right after the 

orientation period and specific initial assignments should be identified.  With guidance and input from the field 

instructor, the student should use the orientation period to begin developing a written Learning Contract, which 

will serve as a guide for the current and subsequent term of fieldwork experience.  A well-planned and 

organized agency orientation will not only provide the student with useful information, but will serve the 

agency by enhancing the potential for greater student productivity.  

 

The Division's rationale for the agency orientation to field education is twofold.  First, before the student 

engages with clients, agency staff, communities, etc., student should have some knowledge of professional roles 

and relationships, the ethics of the profession, and the nature of service delivery systems, as well as some 

acquaintance with various theories of human behavior.  Second, students are expected to gain knowledge about 

the range and type of specific agency services, agency structure, and staff roles and responsibilities, as well as 

inter-agency and community relationships.   

 

Agencies may wish to take different approaches to the agency orientation.  The following table provides 

examples of appropriate orientation activities.  This is not an exhaustive list.   
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EXAMPLES OF ORIENTATION ACTIVITIES 

Agency documents and demographics Agency meetings and conferences 

Review:   Annual reports, Employee Policy 

and Procedures Manual 

Attend:   City council, County 

Commissioners' meetings 

Characteristics of service population Consultations 

Census data on community Inter-agency meetings 

Special reports, grant applications Professional conferences 

Relevant legislation Staff development sessions 

Attend: New Employee Orientation Staff, board, committee, department, 

and team meetings 

Community visits Preparing for direct service 

Neighborhood and community organizations Assist in intake 

Other units of placement agency Shadow Field Instructor/other Staff 

Referral agencies and clinics Assist with group work 

Related contract agencies Begin client assessment  

Schools, welfare offices Review case records 

 

1.10.2 Background Checks 

Many agencies require background checks on students accepted for internships at their agencies.  Typically, 

corrections programs, public social service agencies, and other agencies that serve children and adolescents 

require background checks.  Information obtained through background checks can include registered home 

address, driving status, aliases, criminal history (including drug possession arrests), and any personal protection 

orders held against the student.  Students should be advised that past criminal histories may limit not only their 

ability to secure a site for a field placement, but employment upon completion of the program. 

 

1.11 The Role of the Field Instructor 

Typically, field instructors are paid agency employees who are provided time by the agency to perform the field 

instruction.  Occasionally, persons who are not employed or who are in private practice are accepted in the field 

instruction role; this can sometimes be done in order to accommodate a student placement in an agency which 

temporarily does not have a qualified field instructor; this is not an ideal arrangement and the school is always 

hesitant to authorize such placement configurations, but requests for exceptions can be considered.  The OFE 

makes a determination of such requests in consultation with the Graduate faculty of the Division, particularly 

the student’s Academic Advisor/Field Liaison.  

 

Field instructors should have a Master in Social Work degree with a minimum of two (2) year's full-time 

practice experience or its equivalent (that is, 2000 hours) and, preferably, a minimum of one year of full-time 

supervisory experience or its equivalent (1000 hours).  All prospective field instructors are asked to clear their 

role with their agency and to provide the school with a current resume.  Potential field instructors must agree to 

attend all sessions of the school's required 16-hour Field Instructor and Clinical Supervisor Training.  Field 
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instructor candidates are required to attend this training, even if they may have attended such training at another 

educational facility in another part of the country. 

 

However, if the candidate has completed the training in the State of Florida that has been provided by a social 

work program or school that is a member of the Florida Field Consortium (and can provide written 

verification in the form of a certificate of attendance or a letter from the provider), then the candidate will be 

required to attend only a 4-hour training which is specific to FGCU.  All social work programs in the State of 

Florida that are members of the Consortium have the same reciprocity for field instructors trained at FGCU.   

 

Finally, if the field instructor candidate is licensed by the State of Florida (which, by the way, is NOT required 

in order to be a field instructor) and a Qualified Supervisor CSW, then twelve (12) hours of the 16-hour 

training are automatically waived, and he/she will be required to attend only the 4-hour FGCU specific part of 

the training.  In any event, the Field Instructor Training must be completed prior to or during the fall 

semester of the academic year in which the field instructor role is assumed for the first time.    

 

The field instructor is viewed by the school as a full educational partner in the provision of a quality student 

education within a responsible cooperative framework.  As such, the field instructor role includes:  

 Interviewing prospective students.  

 Providing orientation and on-going educational experiences. 

 Designing broad and well-balanced placement experiences in conjunction with school expectations.  

 Overseeing the placement from start to finish.  

 Assisting the student in the development develop and execution of a Learning Contract. 

 Meeting with the student a minimum of one-hour a week for face-to-face supervision.  At the field 

instructor’s discretion, additional opportunities for supervision (i.e., group supervision) can be added.   

 Reviewing student's weekly process recording, if process recordings are used. 

 Molding sound ethical practice and appropriately mentoring students,  

 Maintaining a close interactive relationship with the school throughout the placement. 

 Working with the student, faculty liaison, and/or field coordinator to resolve any challenging or 

problematic situations that arise in a timely and honest manner.   

 Providing the student with timely and honest feedback on his/her work and areas needing development. 

 Communicating and working with the field liaison and/or field coordinator in a timely manner should it 

be anticipated that student might be at risk of failing field education.  

 Completing all student field evaluation forms required by the school.   

 

Among the intrinsic rewards reported by field instructors who assume this role are the motivation to remain 

current in their field, the intellectual stimulation, the exposure to contemporary curricula, the university 

affiliation, the opportunity to participate in student education and professional growth, the rewards of 

mentoring, the opportunity to "give back" to the profession and to help contribute to a quality workforce for 

social services, the opportunity to refine supervisory skills, and related personal growth.  More concrete 

prerequisites provided by the Florida Gulf Coast University are fee waiver certificates for taking courses in the 

state university system, library usage, and possible reduced-rate continuing education credits. 
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1.11.1 Criteria for Field Instructor Selection 

Specific criteria for the selection of Field Instructors are: 

 Have approval for such role from his/her agency 

 Submit a current resume 

 Possess a Master of Social Work degree with a minimum of two (2) years of paid full-time direct service 

experience or equivalent (that is at least 2000 hours of paid direct service experience) 

 Preferably have a minimum of one (1) year full-time paid experience at the supervisory level or 

equivalent (that is at least 1000 hours of paid experience at the supervisory level) 

 Preferably have been employed a minimum of six-months in the agency in which the placement will 

take place 

 Possess sufficient competence in the pertinent practice areas in which she/he will be teaching 

 Be willing to make the time commitment necessary to perform field instructor duties as described above 

including, but not limited to providing a minimum of one (1) hour per week per student in individual 

face-to-face supervision, plus other supervision time as necessary for completion of a satisfactory 

placement 

 Agree to attend required field instructor training prior to or within the first semester of assuming the 

field instructor role for a student 

 Possess demonstrated or probable capacity for teaching and assessing student educational needs and 

abilities 

 Possess knowledge of or willingness to familiarize self with the curriculum of the MSW Program at 

FGCU 

 Exhibit high standards in professional values and ethics and commitment to social justice and diversity 

 

1.11.2 Field Instructor Training 

Reference has previously been made to the fact that all Field Instructors are expected to agree to attend the 16-

hour training series offered by the Division either prior to becoming a Field Instructor or within the first 

semester of assuming the role.  The training is based on a statewide curriculum that is offered by all State of 

Florida Social Work programs that form part of the Florida Consortium of Social Work Field Education.  Any 

Field Instructor who has taken this training since 2005 at any Florida School and who can provide verification 

(copy of training completion certificate) will not be required to repeat it.  If, however, the field instructor has 

not hosted an FGCU student within the previous two years, she/he is strongly encouraged to seek re-

certification.  Recertification can be accomplished by taking the full 16-hour training, or partial attendance of 

specific parts of the training.  Anyone, whose certification is prior to 2005, is strongly encouraged to seek 

recertification, even if field instructor has continuously hosted students during that time period.   

 

1.11.3 A Word about Supervision 

Supervision is a very special tool in the field of social work. It is the primary resource on which we rely for 

guidance of the student through the internship.  Its effectiveness is enhanced when the student views it as a user-

friendly tool which has significant benefits for his/her learning and which also has benefits beyond the 

immediate job/internship environment. Viewing it as a friend will bring considerable reward to the student; 

some of the rewards are: 
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 Overall guidance in enhancing the learning environment 

 Timely feedback which results in growth and knowledge and skill development and confidence 

 An advocate and buffer when needed 

 A mentor who provides guidance about the profession as well as specific job training 

 A source of contacts and networking for a variety of professional purposes 

 General support during the educational process 

 Role modeling for personal professional development 

 

It is also the field instructor’s responsibility to immediately notify the field liaison or field coordinator of any 

problems the student may be experiencing.   

 

1.12 The Role of the Student  

The field placement experience exists for educational purposes.   

 It provides the student with an opportunity to apply what is being learned in the classroom and to assess 

her/his interest in and aptitude for the hands-on tasks that constitute social work practice. 

 It provides an opportunity for students to demonstrate that they are able to develop and apply the skills, 

and integrate the values and ethics necessary for satisfactory performance in the field.  

 It provides a laboratory for the student to integrate theory and practice and to identify with the values, 

principles, and objectives of the profession.  

 It permits the instructor to determine the student’s readiness and appropriateness for entry master’s level 
practice in social work in year one and an advanced master’s level practice in year two.  

 

Students need to understand all this and to consciously include it in their own learning approach to the field 

placement course and seminar.   

 

The student is expected to take responsibility for her/his own learning in the field setting and to actively pursue 

the above purposes as well as the student’s own personal objectives with regard to the placement.  In 

demonstrating responsibility, the student is expected to perform the following tasks: 

 Attend the mandatory field interview at the appropriate time and the mandatory field orientation session 

offered by the field education office during student orientation. 

 Provide OFE with his/her EAGLE Mail address so that Coordinator may add him/her to the Virtual OFE 

on ANGEL.  For new students, once the student has received his/her EAGLE Mail address, the address 

must be activated, and then the student must log on at least one time to ANGEL 

(http://elearning.fgcu.edu) in order for OFE to add him/her to the roster.   

 Complete and submit the appropriate field forms and documents (i.e., Field Application(s), Field 

Confirmation Forms, Student Evaluation Form, Evaluation of Field, etc.) by the specified deadline. 

 Read the field manual and reference it frequently whenever questions/concerns about field policy and 

practices arise. 

 Perform within all guidelines provided by the University, the agency in which the student is accepted for 

field placement, and the profession (NASW Code of Ethics).  Failure to do so can result in dismissal 

from the program.   

http://elearning.fgcu.edu/
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 Reflect the professional and personal behavior standards of the University, the profession, and the 

agency. 

 Prepare for and participate in supervisory conferences with the field instructor, task supervisor (if 

applicable), and/or field liaison. 

 Maintain confidentiality standards of the profession and agency at all times. 

 Be responsible for own transportation to and from the field placement site(s).  [Note: Many placements 

require students to have a car to perform field assignments that involve outreach, home visits, and 

community-based work.  Not having a car severely limits field placement options.] 

 Maintain professional liability insurance such as NASW Student Liability Insurance (see page 49). 

 Utilize the procedures established by the field education office for resolving concerns or differences that 

arise during the course of the field placement.  

 

Matters concerning learning contracts, hours, leave time, field process, evaluation and grading, termination 

from field placement, and other topics of concern to students are covered in other parts of this manual. 

 

It is not unusual for students to find the field placement to be the most rewarding and stimulating component of 

their educational program. The field education office will perform in a responsible manner to provide the 

foundation process and support that makes the field placement as instructional, fruitful, and growth producing 

as possible for each student. In order to maximize the benefits, it is important that the student invest responsibly 

in his/her own learning, seeing her/himself as a primary player in designing, negotiating, and creating the 

successful learning and professional experience that an internship can be.  

 

1.13 The Learning Contract 

The Learning Contract (LC) is the planning tool for designing a meaningful and logical placement experience.  

A well-developed LC will clearly operationalize (clearly spells out in measurable ways) the competencies upon 

which the student's field performance will be evaluated.  The LC is discussed at length with students in Field 

Orientation and with Field Instructors in Field Instructor Training.  Thus, all parties will have a basic 

understanding of what is expected. 

 

The making of a comprehensive LC calls for thoughtful and deliberate effort on the part of both the student and 

the Field Instructor.  The student will prepare the contract in close collaboration with the Field Instructor.  The 

existence of the contract provides a clear baseline for fairness in evaluating student performance as well as a 

baseline for resolving any differences that might develop between the student and the agency during the course 

of the placement.   

 

In addition, the Office of Field Education is always available to assist, if needed, with writing this instrument.  

Although it does require some work and concentration, the student should view the LC as the foundation upon 

which a satisfactory placement is built, because it permits the student to be specific about what types of 

experiences and support the agency has agreed to provide for his/her educational benefit. 

 

A LC is developed early in each field placement and is expected to encompass the entirety of the placement.  It 

should be completed by week four or five of the first semester in field placement and submitted to the Office of 

Field Education (OFE) by week six.  Upon completion, both the student and Field Instructor will indicate their 

approval of the LC when they each sign it prior to submitting it to the OFE.  The Field Coordinator will review 

it briefly and forward it to the student’s Field Liaison (Faculty Advisor) who will give it a final read and 

approval.  The original will be maintained in the student’s file in the OFE along with any subsequent 
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modifications.  On the subject of modifications, LCs are not meant to be static and can be modified when 

reasonable and when agreed upon by all parties (student, field instructor, and field liaison).  

 

1.14 Absences from Fieldwork 

In all instances where a student is absent from field education, the agency must be notified of the absence at the 

earliest possible time in order to arrange for coverage.  Absences from the field education site are allowable for 

good and compelling reasons.  In keeping with professional standards, the student is the arbiter of what 

constitutes cause.  However, clock hours resulting from absences must be made up before a grade can be earned 

for that term regardless of the reason for the absence.  The agency/field instructor is under no obligation, 

however, to agree to accommodate a student who falls behind in his/her hourly commitment regardless of 

whether or not the absence was caused for a good and compelling reason.  A student that is dismissed from field 

placement due to excessive absences may be subject to dismissal from the MSW Program as well.  

 

A student who has fallen behind on her/his hours for good and compelling reasons and wishes to report to field 

placement during University holidays or semester breaks to help make up those hours may do so.  However, 

students may not plan to work during university breaks or holidays in order to finish field placement early.  

Students must remain in field placement until the end of each semester, even if the minimum clock hours have 

been attained.  Any exception to this policy will require pre-approval from the MSW Program Office of Field 

Education. 

 

In the event that a student is absent for good and compelling reasons from field placement for such an extended 

period of time that the absences cannot be made up in the term in which they occurred, and if the field instructor 

and liaison can approve a plan for the student to make up the absences in a subsequent term.  A grade of "I" 

(Incomplete) will be entered and replaced by a letter grade ("S" or "U") once it has been documented that the 

hours have been made up.  If this occurs in the Concentration Year, however, a grade of "I" (Incomplete) may 

negatively impact the student's ability to graduate. 

 

Students are not required to participate in field placement during official University holidays or semester breaks 

(i.e., University Days, Thanksgiving Break, Winter Break, Spring Break, etc.), legal holidays, or other holidays 

officially observed by the field education site.  A student must, however, discuss with her/his field instructor 

and plan for University holiday or semester break absences (or any other type of anticipated absence) well in 

advance of the absence, in order to make the necessary arrangements for office and/or client coverage.  Students 

can refer to the FGCU Academic Calendar to make note of and plan for University holidays and recesses.   

 

1.15 Terminating a Field Placement 

A student, for various compelling reasons, may seek approval to leave their original field education site.  Some 

students are seeking a placement change and will continue their fieldwork in another agency.   Other students 

may be withdrawing from field and/or the MSW program.  Changing field education sites can only be based on 

compelling circumstances since they require the student to undergo another orientation to the new agency and 

start-up delays are inevitable.  Before any decision regarding a transfer is made, students should take the 

following steps: 

 Step 1: Discuss any concerns they have with their field instructor.   

 Step 2: Arrange to see the faculty liaison to discuss the nature of the educational concerns as well as the 

steps already taken to address them with the field instructor. 

 Step 3: Decide with the field instructor and faculty liaison if the concerns can be resolved sufficiently to 

make it possible for the student to remain in the current placement. 



 

20 

 Step 4: Meet with a faculty liaison to see what options are available before a decision to terminate is 

reached, since it can take at least 2-3 weeks (but, usually, longer) to arrange another agency assignment. 

 Step 5: If transfer is recommended, the student will submit to the OFE a Petition to Terminate a Field 

Placement signed by the faculty liaison and the field instructor, if possible.  This petition must include:  

o A written explanation from the student's liaison noting the educational rationale for the proposed 

change,  

o The steps taken to modify the student's assignments in the original field education site, and  

o A termination plan delineating procedures for termination including a time frame within which 

the transfer is appropriate, feasible, or desirable which will have been developed by the student, 

field instructor, and faculty liaison. 

Students may not interview at other placements, until approval for termination is granted by the OFE.  

Alternative placements within the agency will be considered before those external to the agency.   

 

If a student changes placements and the faculty liaison also changes, the liaison to which the student is 

transferred, grades the student’s fieldwork performance for that term.  Every effort will be made to obtain an 

evaluation of the student’s performance to date from the first field instructor, particularly if the student has been 

in placement at least one-month, if full-time, two months, if part-time.  The evaluation will be submitted to the 

OFE, where a copy will remain in the student’s field file and a copy is forwarded to the faculty liaison.  The 

liaison will base the student’s final grade on both the evaluation from the first field instructor and the second 

field instructor of the student’s performance in field. 

 

1.16 A Word on Keeping Track of Hours 

Each student will keep track of their hours and routinely ask their field instructor to review and verify those 

hours.  Students will submit verification of completion of required hours using the appropriate MSW Field 

Placement Time Sheet.  Student is to keep a log of hours spent in Field Placement for the entire placement.  

Student’s hours are to be signed off weekly.  At the end of the placement, this Time Logs are to be signed by 

the Field Instructor and the student and submitted with the FINAL evaluation.  This information must be 

provided before a grade can be issued. 

 

1.17 Site Visits 

At least once per semester, the faculty liaison will visit the student and the field instructor at the agency site.  At 

this visit, the field faculty will review the student’s progress toward the objectives determined in the LC.  The 

field faculty liaison will complete the site visit progress form during the site visit. 

 

1.18 Evaluation of Student Performance and Student Evaluation of Field Experience 

All students will have their performance evaluated at midpoint in their field placements.  Students will have 

their performance evaluated at the end of the fall (midyear) and spring (final) terms.  The Field Instructor will 

evaluate the student’s performance in field.  Student completes an Evaluation of Field Experience once at the 

end of the field placement year (NOTE: For part-time students ONLY the foundation field placement year 

ends in July and the concentration field placement year ends in April). 

 

1.19 Students with Disabilities 

The foregoing procedures generally apply to students with disabilities.  However, in addition the OFE usually 

will ascertain from students with disabilities if there are any special considerations and help arrange for aids or 

services that students may need in order to negotiate the fieldwork.  The OFE, in cooperation with the Office of 

Multi-Access Services at FGCU, and the student's liaison and advisor, are available throughout the academic 
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year to assist students with disabilities and the respective field instructors in fieldwork related matters.  Students 

with disabilities, particularly those with physical impairments and learning disabilities, are strongly urged to 

contact Office of Multi-Access Services at (239) 590-7925. 

 

As required by federal and state law and by FGCU policy, field education sites, as a whole, must be accessible 

to students with disabilities.  The ―as a whole‖ requirement means that students with disabilities should have the 

same kind of educational opportunities—including field education in particular kinds of settings—as students 

without disabilities.  However, given the wide range of disabilities, it is possible that not every placement site 

will have the capability to accommodate every student.  It may not be feasible, for example, for a site to 

accommodate students who use wheelchairs because of the site's location and existing architecture, but this 

same site could easily accommodate students with visual or hearing impairments.  Every effort is made by the 

OFE to ensure equal access to fieldwork opportunities. 

 

1.20 Insurance Coverage: Student Liability Coverage 

FGCU requires that all MSW students who are in field placement carry private liability insurance to cover their 

activities while in field placement.  Some agencies have liability insurance that also covers students/interns.  

Thus, before purchasing coverage, students are advised to find out if the agency where he/she will be placed has 

liability insurance that will also cover him/her as an intern.   

 

The National Association of Social Workers (NASW) Insurance Trust provides affordable liability coverage 

against claims arising out of professional training.  The program is sponsored by the NASW Insurance Trust (1-

800-638-8799) and administered by the American Professional Agency (1-800-421-6694).  NASW membership 

is required.  Additional information and applications may be obtained on the NASW website at 

www.naswdc.org.  The website with information specific to liability insurance for students is: 

http://www.naswinsurancetrust.org/types_of_insurance/swmi_ssswli.asp.  To be eligible for individual 

coverage, a student must be enrolled in a Council on Social Work Education (CSWE) accredited social work 

degree program.  Students are not required to purchase their liability insurance from NASW.  However, NASW 

liability insurance rates tend to be the most affordable.   

 

Students will submit verification of liability coverage to the OFE at the start of both the Foundation and 

Concentration Year field placement.   The due date will be posted on the Field Calendar in ANGEL.   

 

1.21 Employment-Based Field Placement 

1.21.1 Criteria for Approval 

Students interested in employment-based fieldwork must submit for approval a proposal to the OFE.  The 

process can take several months.  Therefore, students are strongly encouraged to complete employment-based 

proposals early.  No employment-based placement hours are credited unless and until the proposal is approved. 

 

Once a preliminary review has determined that the agency meets or could potentially meet the requirements for 

field education site (including the availability of a qualified or potentially qualified field instructor), the OFE 

will give a student approval to submit their proposal.  Each proposal that meets the following criteria will be 

examined on its merits. 

 Fieldwork assignments must be clearly delineated and separate from employment responsibilities such 

that: they consist of different tasks and are located in a different program or division. 

 The proposed field instructor and work supervisor must be two different people. 

 The agency must be a Division-approved field education site. 

http://www.naswdc.org/
http://www.naswinsurancetrust.org/types_of_insurance/swmi_ssswli.asp
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o If not an approved field education site, the agency must meet all the requirements for approval 

and there must be sufficient time available for the approval process to take place prior to when 

the student’s placement is slated to begin.   

o Student should be advised that while placement cannot be approved unless the agency is a 

Division-approved field education site, that being on the approved list does not guarantee that 

the employment-based placement will be approved. 

 The proposed field instructor must meet all criteria established for all other field instructors. 

 Field Education assignments and supervision must be educationally focused rather than centered on 

agency services.  Therefore, to be approved, the proposal must provide evidence that the learning 

opportunities that will be provided will go substantively beyond the scope of the student’s present work.  

o In this respect, it is recommended that the student attach a job description for the position he/she 

currently holds in the agency and, if available, a job description for the role in which he/she is 

most likely to be engaging as a graduate social work student. 

 The student and the field instructor must have release time for field education.  Provide a detailed 

schedule of when student will be ―on the clock‖ as an employee and when as a student. 

 

1.21.2 Planning and Approval Process 

Submitting this proposal does not guarantee approval of the request.  Upon submission, the process proceeds 

according to the following steps: 

 The student submits a complete Employment-based Placement Proposal to the OFE. 

 The Field Coordinator will review the proposal for approval.  If appropriate, the proposal will also be 

reviewed by the student’s field liaison whose input will be taken into consideration by the OFE in 

making a final decision. 

 If the proposal is rejected the OFE:  

o May suggest to the student and/or the agency how the proposal might be strengthened and 

request a revised proposal or  

o May recommend that the student consider placement at another agency. 

 If the proposal is approved, the following steps occur: 

o If the agency requested for placement by the student is already a Division-approved site, the 

agency and the student will be contacted by the Field Coordinator to inform them that the 

proposal is approved. 

o If the agency requested by the student is not a Division-approved site, the Coordinator of Field 

Education arranges a site visit and works with the agency representative(s) to confirm that the 

agency meets the approval criteria.  If approval criteria are confirmed, an Agency Profile Sheet 

and Agency Affiliation Agreement are obtained. 

 If necessary, the Field Coordinator arranges a meeting at the agency between the student, the work 

supervisor, the field instructor, and the Field Faculty Liaison.  The agency executive may also be asked 

to participate.  The purpose of the meeting is to ensure that the Division's field curriculum and its 

policies and procedures are understood and that all educational requirements will be met by the agency. 
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1.22 Paid Field Placement 

Paid field placements are those which at the initiation of either the student or the agency pay wages to the 

student.  In essence, the student becomes an employee of the agency.  In some cases, students may work hours 

in excess of those required to fulfill their 500 field education hour requirement.  For example, if hired to work a 

20 hour week, student may count only 16 hours toward fulfilling field requirements, if full-time (approximately 

12 hours a week if part-time).  In addition, student may only count those hours clocked during the official 

number of weeks in any given academic semester nor ―bank‖ hours in order to complete field placement early 

unless a request for an exception has been submitted to in a timely manner to and approved by the OFE.   

 

The student who is offered a paid field placement will inform the OFE of the offer immediately and upon 

approval of the field placement will provide the OFE with the effective date of employment, weekly schedule, 

hourly wage, and job description.  

 

1.23 Licensure: Field Verification Letter Request 

Graduates from the FGCU MSW Program who are submitting an Intern Registration Application to The Board 

of Clinical Social Work, Marriage and Family Therapy and Mental Health Counseling 

(http://www.doh.state.fl.us/mqa/491/soc_lic_req.html) as part of the process of getting licensed in the State of 

FL are required to include with their application a Verification of Field Practice Letter.  In addition, Advanced 

Standing Program graduates are also required by the Board to provide verification of courses waived upon 

admission.  

  

In order to request this letter from the FGCU MSW Program, go to the following webpage: 

http://cps.fgcu.edu/SW/MSW/licensure.html. Download the Request for Verification Letter for Licensure, fill in 

the applicable information, sign it electronically, save it to your computer’s hard drive, and submit to the 

Coordinator as an email attachment as instructed.  The form may also be submitted via fax or snail mail. 

 

Each request will be acted upon within 2-4 weeks.  Thus, students are advised to plan accordingly when 

submitting requests.  It is the policy of the FGCU Office of Field Education to send the letter directly to the 

Board.  When the letter is mailed to the Board, the graduates can expect to be notified via email.  Graduates 

who would rather have a photocopy of the signed letter must provide a self-addressed stamped envelope along 

with their initial request; in which case, this will constitute notification. 

 

Graduates who are applying for licensure to States other than FL and need similar types of verification letters 

should submit their requests to the Field Coordinator with as much information as possible regarding what is 

required.  The same policies with regard to turnaround time and notification apply. 

 

 

1.24 MSW Program Faculty and Staff      

 

Office Number          Room # 

 

Mary Hart, Ph.D., LCSW    590-7839   134-A 

Interim Director 

Division of Social Work 

mhart@fgcu.edu 

 

 

http://www.doh.state.fl.us/mqa/491/soc_lic_req.html
http://cps.fgcu.edu/SW/MSW/licensure.html
mailto:mhart@fgcu.edu
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Amanda Evans, Ed. D.    590-7829   137 

Asst. Professor 

aevans@fgcu.edu  

 

Patricia Coccoma, Ed. D.    590-7824   144 

Asst. Professor 

pcoccoma@fgcu.edu  

 

Scott Anstadt , Ph.D.     590-7497   140 

Instructor 

sanstadt@fgcu.edu 

 

Bob Soter, MSW     590-7828   143 

Visiting Instructor and Coordinator, MSW Field Placements 

rsoter@fgcu.edu 

 

Laura Althouse     590-7825   131A 

Executive Assistant   

lalthouse@fgcu.edu  

mailto:aevans@fgcu.edu
mailto:pcoccoma@fgcu.edu
mailto:sanstadt@fgcu.edu
mailto:rsoter@fgcu.edu
mailto:lalthouse@fgcu.edu


 

25 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.25 FIELD FORMS 
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1.25.1 MSW Agency Profile Sheet 



 

27 

 

Florida Gulf Coast University 

Division of Social Work 

MSW Program ï Office of Field Education 

 

AGENCY/PROGRAM PROFILE SHEET 

 
Instructions for Electronic Form Fill: Click on shaded area, type in information (area will expand to accommodate content), check 

box, or select from drop-down menu.  Use TAB KEY to navigate from one field to the next.  SAVE your document once you have 

entered requested information or it will be lost.  Please, return to MSW Program Field Coordinator at rsoter@fgcu.edu as soon as 

possible.  Thank you for your interest in working with our students. 

 

Date:       

 

Agency Name:        

 

Primary Contact Person:       Position or Title:       

 

Physical address: Street       City       Zip Code       

 

Mailing address (if different):  Street       City       Zip Code       

 

Phone:       Fax:       Pager/Cell:       

 

Email:       Agency Website:       

 

Counties Served (check all applicable): Lee  Collier  Charlotte  Hendry  Glades  DeSoto  

 

 Other  If "Other," please specify:       

 

Population(s) Served:       

 

Normal hours of agency and/or program operation:        

 

Program and/or Services provided:       

 

Program(s) Appropriate for:  MSW Year 1   MSW Year 2   Both  

 

How many students can your site accommodate? Three  

 

Check all that apply to this placement:  

 

 Background Check;  Drug Screen;  Car Needed;  Mileage Reimbursement;  

 

 Accessible to Public Transportation;  Stipend Available;  Other (If "Other," specify:       ) 

 

Available Learning and Development Experiences for Students (check all that apply):   

 

 Intake;  Psycho-social Assessment (  Brief /  Extensive/  Both);  Generalist Practice Interventions;   

 

 Advanced Clinical Interventions;  Case Management;  Crisis Intervention;  

 

 Progress Notes/Charting ( Electronic Charting);  Brief Therapy;  Work with the Courts;  

 

 Case Conferences;  Practice with Individuals;  Practice with Families;  Group Work;  

 Community Education;  Practice with Communities;  Advocacy;  Multi- or Inter- Disciplinary  

mailto:rsoter@fgcu.edu
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Teamwork;  Grant Writing;  Administration;  Research (  Evaluation of Practice,  Program Evaluation,  

 

 Applied Research);  Fund Raising;  Other (Please, specify:      ) 

 

Are there any particular procedures that students should follow when trying to schedule an interview?   

 

Select your response from this menu If ñother,ò specify:       

 

Field Instructor(s) and/or Task Supervisor Information (attach additional pages if needed): 

 

1. Name and title:       

 

Contact Information: Phone:       Fax:       E-mail:       

 

Education: MSW If "Other," please specify degree:       

 

Licensure: Select response from this drop-down menu If "Other," specify:       State:        

 

Has attended Field Instructor training? Yes No  

 

If yes, When?      Where?       

 

Certificate of Completion Attached: Yes No    

 

If "No," why not? Select response from this menu  If "Other," please specify:       

 

Resume Attached: Yes No    If "No," why not? Select response from this menu  If "Other," please specify:  

 

      

2. Name and title:       

 

Contact Information: Phone:       Fax:       E-mail:       

 

Education: MSW If "Other," please specify degree:       

 

Licensure: Select response from this drop-down menu If "Other," specify:       State:        

 

Has attended Field Instructor training? Yes No  

 

If yes, When?      Where?       

 

Certificate of Completion Attached: Yes No    

 

If "No," why not? Select response from this menu  If "Other," please specify:       

 

Resume Attached: Yes No If "No," why not? Select response from this menu  If "Other," please  

 

specify:       

 

Evening and Weekend Internships: 

 

Despite our best advice, in addition to their studies, many of our students also work (often full-time).  While many 

agencies/programs offer evening/weekend hours, two key elements determine if an evening/weekend placement is appropriate: 

(1) Will the program/agency be able to provide the student with a well-rounded experience working these hours?; and (2) Will the 

Field Instructor and/or Task Supervisor be available to supervise the student during those hours?   
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Taking these two elements into consideration, would you say that your agency/program would be appropriate for a student 

seeking this type of placement?  YES   NO 

 

If "Yes," please elaborate:       

 

Additional Information: 

 

The Office of Field Education would appreciate any additional information that will assist us in selecting prospective students to 

refer to you for a possible internship in this setting (i.e., language abilities, computer skills, etc.):       
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1.25.2 Agency Affiliation Agreement 
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MSW Affiliation Agreement 

 

This agreement is made and entered into this       day of      , 20  , by and between the 

Florida Gulf Coast University, Division of Social Work, acting for and on behalf of the FGCU 

Board of Trustees, hereinafter FGCU, and       hereinafter      . 
  

Whereas, FGCU wishes to provide a practicum training experience for MSW students in the 

Division of Social Work, and, whereas,       wishes to become a practicum placement site for 

said students, now therefore, in consideration of the promises contained herein, the parties agree 

as follows: 

 

       agrees to provide field placements/internships for FGCU MSW students in the 

Division of Social Work.  

 

 FGCU and       shall share responsibility for the supervision and coordination of the 

placement experiences and content of same.  The number of students, specific dates/times, 

and training activities will be established by the parties in advance of the training period.  

 

 FGCU MSW students and faculty shall comply with the established policies and practices of 

      with regard to eligibility requirements for students, client services, dress codes, 

written personnel standards, hours of operation, and use of facilities and equipment. 

 

 FGCU will provide a Coordinator of Field Education to coordinate placement activities of 

MSW students with       and to provide training and support for agency field instructors.  

 

       agrees to permit field instructors time to attend field instructor training and to perform 

all standard and approved field instructor/supervisory responsibilities. 

 

Faculty and staff of FGCU are provided with comprehensive general liability insurance pursuant 

to the terms and limitations of Florida statute 768.28 and Florida statute chapter 284-part ii. 

MSW students shall provide their own medical and professional liability insurance as required 

by the placement agency.  

 

MSW students are considered ―volunteers‖ in agencies for purposes of any applicable agency 

insurance except in cases where students are actually employed by the placement agency. 

 

      has the right to terminate any MSW student whose conduct or field performance is not in 

accordance with       policies and standards. Similarly, FGCU may withdraw any MSW 

student whose progress, conduct, or performance does not meet with FGCU’s standards and 

requirements.  In addition, FGCU may withdraw MSW students from agencies where the 

standards and requirements of the school are not being met for any reason. 

 

      and FGCU may alter or add to this agreement by written amendment executed by 

authorized representatives of the parties and attached hereto. 
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MSW Affiliation Agreement  

 

This agreement will continue in effect unless/until one of the parties notifies the other of 

termination. In case of termination prior to the end of a placement time period, MSW students 

will be permitted to complete their training experience. 

 

Neither party to this agreement shall be deemed an agent of the other. 

 

This agreement shall be governed and construed and the rights and obligations of the parties 

hereto shall be determined in accordance with the laws of the state of Florida, and the 

administrative rules of the FGCU and the FGCU Board of Trustees. 

 

In witness whereof, FGCU and       have caused this agreement to be executed by their 

authorized representatives: 

 

FGCU:       AGENCY: 

 
Mary Hart, Ph.D., MSW           

Interim Director, Division of Social Work  Authorized Representative  

Florida Gulf Coast University (Print Name) 

     

              

 Title 

       

Director Signature   Date                              

        Signature    Date 

 
                                     

Robert W. Soter, MSW           
MSW Field Coordinator     Agency Name   

 

  

___________________________________    

Field Coordinator Signature Date       

        Agency Mailing Address 

       

Mailing Address (cont. if necessary) 

       
        Phone/Fax 

       

        E-mail 

       

        Website
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1.25.3 Foundation Year Field Application 
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Florida Gulf Coast University 

Division of Social Work – MSW Program – Office of Field Education 

FOUNDATION YEAR FIELD APPLICATION 
SOW 6532 & SOW 6533 – Full-time Field Education I & II (500 hours) 

SOW6553, SOW 6554, & SOW 6552 – Part-Time Field Education IA, IB, & IC (500 hours) 

 

INSTRUCTIONS (Read Carefully Before Completing Application) 

 Applications must be filled electronically.  

o To complete "electronic fill" format version of this form, place cursor in shaded area and type in 

content requested (area will expand to the necessary length), or check box, or select from scroll 

down menu, as appropriate.  Use TAB KEY or AR KEYS to move from field to field.  It is 

recommended that a printed copy be thoroughly reviewed before submitting. 

o If form is going to be completed by typewriter, contact the Field Coordinator to request the 

appropriately formatted version of this document. 

 To submit electronically, follow instructions provided for electronic signature then email it to 

rsoter@fgcu.edu as an email attachment.  For hard copy, complete electronically, then print and sign. 

 SUPPLEMENTAL MATERIALS:  

o Up to date resume. 

 Brief (500 words or less) narrative statement addressing the following three content areas: (1) the 

most significant life experience(s) that have led you to pursue graduate degree in social work; (2) 

your short- and long-term career goals; and (3) your overall learning objectives for this year’s field 

experience.  Statement must be typed and double-spaced on separate paper.   

 Ascertain that application and supporting materials are complete before submitting to the Field 

Coordinator.  Incomplete applications will only delay your progress.  Submit all application materials 

submitted electronically as email attachments to rsoter@fgcu.edu.  

 

Name of Student Submitting Application:       Date:       

 

Program Status:  

 FULL TIME   PART TIME  TRANSFER 

 

I AM APPLYING FOR: Foundation year placement to begin Fall Semester 20        

 

 

Do you have a documented disability requiring academic/field accommodations? YES  NO  

 If yes, please contact the FGCU Office of Adaptive Services (OAS) at 239-590-7956.  Accommodations 

cannot be provided unless the student has registered with OAS.  It is the student’s responsibility to register.  

  

 

 

Date Rcvd: __________________________ Initial: _____ 

mailto:rsoter@fgcu.edu
mailto:rsoter@fgcu.edu
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STUDENT IDENTIFYING AND CONTACT INFORMATION 

Name: Last       First       Middle        

Social Security #:       FGCU University Identification Number (UIN): 814      

Date of Birth: Month       Day       Year       

Permanent Mailing Address: Street:       City:       State:       Zip:        

Permanent Phone Number: Day:       Evening:       Cell:       

Local Mailing Address (If different): Street:       City:       State:       Zip:       

Local Phone Number (if different): Day       Evening       Cell       

Personal E-mail:        EAGLE mail:       

EMERGENCY CONTACT INFORMATION: 

Name:       Relationship:        

Address: Street:       City:       State:        Zip:        

Phone Number: Day       Evening        Cell       

 

 

EDUCATIONAL BACKGROUND  

If resume includes this information: check this box  and SKIP to next section. 

 

1. What kind of undergraduate degree do you hold? Select from this drop-down menu If "Other," specify:       

Major:        Minor (if applicable):       

 School:       

 Date degree was granted? Month/Year       

2. Do you hold a Masters degree in another field?  YES   NO If, "Yes," specify: 

 School:        

 Field/Discipline (i.e., Education, Business, Psychology):        

 Date degree granted: Month/Year       

 If any, list graduate social work courses taken (as electives) here:       
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EDUCATIONAL BACKGROUND (cont.) 

3. Are you transferring from another MSW program to FGCU?   Yes  No.  If ―Yes‖:  

 School:       

 Dates Attended: From: Month/Year       To: Month/Year        

 List completed social work courses completed to date here:       

 Number of field education hours completed, if any:       

o Agency:       Program (if different from agency):       

o Field Instructor:       

o From: Month/Year       To: Month/Year        

o Briefly describe learning experience:       

4. Are you transferring from a program other than Social Work to FGCU?  Yes  No.  If ―Yes‖: 

 School:       

 Field/Discipline (i.e., Education, Business, Psychology):        

 If any, list graduate social work courses taken (as electives) here:       

PREVIOUS VOLUNTEER EXPERIENCE (Including undergraduate field practice, if applicable) 

List names of agencies and describe nature of volunteer experience(s) you have had.  If more than two, attach 

information on separate sheet.  If "none," please check this box and SKIP to the next section:  

Where?       

From: Month/Year        To: Month/Year       Total #of volunteer hours:      * 

Briefly describe nature of volunteer experience:       

 

Where?       

From: Month/Year        To: Month/Year       Total #of volunteer hours:      * 

Briefly describe nature of volunteer experience:       

*Estimate, if not sure. 

PREVIOUS WORK EXPERIENCE (Don't forget to attach your resume!) 

How much paid work experience have you had working with any of the following populations? 

 

 Number of Years If < 1 year, number of months 

Adults (age 18-64): Select from drop-down menu Select from drop-down menu 

Elderly (age 65+): Select from drop-down menu Select from drop-down menu 

Children (age 4-12): Select from drop-down menu Select from drop-down menu 

Adolescents (age 13-17): Select from drop-down menu Select from drop-down menu 

Couples: Select from drop-down menu Select from drop-down menu 

Groups: Select from drop-down menu Select from drop-down menu 

Families: Select from drop-down menu Select from drop-down menu 

 

Briefly discuss previous experience with vulnerable populations (i.e., the poor, people of color, the aged, 

developmentally or physically challenged, persons living with HIV/AIDS, gays & lesbians, immigrants, women). 

      

 

Do you plan to be employed while in field placement? Yes  No   If "Yes:" 
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 Where?       

 How many hours per week will you be working?       Schedule:       

 If working 20 hours a week or more, specify what arrangements will you make with your current employer 

for time to attend classes (one day a week) and for field placement (approximately 16 hours a week if full-

time and 12 hours a week if part-time).  Exclusively evening/weekend placements are not, generally 

speaking, available.       

 

Will you have the use of a car during your field placement?   Yes  No   

 

 If "Yes," do you have liability insurance on this vehicle?  Yes  No  

 If "No," how will you get to/from the field agency?       

 Some agencies may require travel (i.e., home visits).  Are there any restrictions on your ability to travel on 

agency business?       

 

Do you have knowledge of a language other than English?  Yes  No   

 

 If "Yes," specify which:       Rate your fluency in that language? 

Speaking:  Beginner  Intermediate   Advanced  

Reading:  Beginner  Intermediate   Advanced  

Writing:  Beginner  Intermediate   Advanced  

 

INTEREST/AREA PREFERENCE (Remember, shaded areas will expand to the needed length.) 

Which is more important to you? Field of Practice  Geographic Location   Explain:       

Indicate below your practice interests in rank order (first, second, third) from the following drop-down list including 

any you may list in the ñotherò category.  

1. First Choice:  Select one from this drop-down menu If "Other," specify:       

2. Second Choice: Select one from this drop-down menu If "Other," specify:       

3. Third Choice: Select one from this drop-down menu If "Other," specify:       

4. If you are interested in working with a particular population or in a particular field of practice and it does 

not appear on the list, elaborate here.  Include rank order.        

 

5. Is there any additional information you want to provide with regard to populations you would like to work 

with during this placement?       

 

Indicate below in rank order agencies currently affiliated with the FGCU MSW Program where you are interested in 

interviewing for this placement.  Student may refer to the MSW Field Education webpage on the Division website 

located at http://cps.fgcu.edu/SW/MSW/fieldeducation.html to view a list of possible agencies from which to 

choose.  If there is an agency in which the student is interested, but does not see on the list, indicate below.  

Consider your educational needs and not just your area of interest in planning for this field placement.  Please note 

that placements related to all types of interest areas, even if an affiliation exists, are not available every semester and 

not in all geographic areas for a variety of reasons beyond the control of the Office of Field Education.   

 

1. First Choice:        

2. Second Choice:       

3. Third Choice:       

 

Briefly, state any additional information or preferences you would like the Office of Field Education to consider in 

making a determination regarding your placement assignment.         

http://cps.fgcu.edu/SW/MSW/fieldeducation.html
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IMPORTANT:  The Division of Social Work cannot guarantee that preferences can be accommodated.  The 

extent to which they can be accommodated may severely limit the choice of agencies available. 

 

This application and supporting material will be available to the agency upon request.  Your signature indicates that 

you understand that this information will NOT be kept confidential. 

 

Instructions for Student Electronic Signature: Check this box * Type your name:       Date:       

 

If submitting hard copy, sign and date below: 

 

 

  

Print Student Name       Student Signature/Date 
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Florida Gulf Coast University 

Division of Social Work – MSW Program 

Office of Field Education 
 

Criminal History Disclaimer 
 

An increasing number of employers, including social service agencies are now requiring that 

their potential employees, student interns, and volunteers complete criminal background 

screening checks.  It is critical that if applying to the Florida Gulf Coast University (hereinafter 

FGCU), Division of Social Work you be informed about and take responsibility for the 

following.   
  

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

(Initial)  jurisdiction this may make me ineligible for admission to the FGCU Division of Social Work Master of 

Social Work Program, and/or an agency placement for Field Education.  Further, should I fail to disclose 

such pending legal action I understand that FGCU may be obligated to take immediate action to 

terminate me from my program of study.  

 

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

(Initial) Division of Social Work to place me with an agency for the purposes of completing my field education 

requirements.  

 

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

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

and that failure to be forthcoming with this information, can result in dismissal from the agency and 

disciplinary action by FGCU and the Division of Social Work. 

 

   I understand that in Florida a felony history may make me ineligible to become a licensed social 

(Initial) worker.  For further information, contact the Florida Board of Clinical Social Work, Marriage and 

Family Therapy, & Mental Health Counseling, 4052 Bald Cypress Way, BIN #C08, Tallahassee, FL 

32399, 850-488-0595. 

 

   Additionally, I understand that it is my responsibility to disclose to the Office of Field Education  

(Initial)  information regarding any possible conflict of interest that may exist between myself and an agency 

where I may be placed for field placement; whether this be pre-existing or whether it occurs following 

agency assignment agency for the purposes of field placement.  Failure to be forthcoming with this 

information can result in dismissal from the agency and disciplinary action by FGCU and the Division 

of Social Work. 

 
Instructions for Student Electronic Signature: Check this box * Type your name:       Date:       

 

If submitting hard copy, sign and date below: 

 

  

Print Student Name      Student Signature/Date 
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1.25.4 Concentration Year Field Application 
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Florida Gulf Coast University 

Division of Social Work – MSW Field Education 

CONCENTRATION YEAR FIELD APPLICATION 
SOW 6535 & SOW 6537 – Full-time Field Education III & IV (500 hours) 

SOW6555, SOW6556, & SOW 6571 – Part-time Field Education IIA, IIB, & IIC (500 hours)  

 

INSTRUCTIONS (Read Carefully Before Completing Application) 

 Applications must be filled electronically.  

o To complete "electronic fill" format version of this form, place cursor in shaded 

area and type in content requested (area will expand to the necessary length), or 

check box, or select from scroll down menu, as appropriate.  Use TAB KEY or 

AR KEYS to move from field to field.  It is recommended that a printed copy be 

thoroughly reviewed before submitting. 

o If form is going to be completed by typewriter, contact the Field Coordinator to 

request the appropriately formatted version of this document. 

 To submit electronically, follow instructions provided for electronic signature then email 

it to rsoter@fgcu.edu as an email attachment.  For hard copy, complete electronically, 

then print and sign. 

 SUPPLEMENTAL MATERIALS:  

o Up to date resume. 

 Brief (500 words or less) narrative statement addressing the following three 

content areas: (1) the most significant life experience(s) that have led you to 

pursue graduate degree in social work; (2) your short- and long-term career goals; 

and (3) your overall learning objectives for this year’s field experience.  

Statement must be typed and double-spaced on separate paper.   

 Ascertain that application and supporting materials are complete before submitting to the 

Field Coordinator.  Incomplete applications will only delay your progress.  Submit all 

application materials submitted electronically as email attachments to rsoter@fgcu.edu.  

 

Name of Student Submitting Application:       Date:       

 

Program Status:  

 FULL TIME   PART TIME  ADVANCED STANDING  TRANSFER 

 

I AM APPLYING FOR:  

Concurrent part-time placement to begin SUMMER Semester 20       

 Concurrent full-time placement to begin FALL Semester  20       

 

 
 

Date Rcvd: __________________________ Initial: _____ 

mailto:rsoter@fgcu.edu
mailto:rsoter@fgcu.edu
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Do you have a documented disability requiring academic/field accommodations?  

YES  NO  

 If yes, please contact the FGCU Office of Adaptive Services (OAS) at 239-590-7956.  

Accommodations cannot be provided unless the student has registered with OAS.  It is the 

student’s responsibility to register.   

 

STUDENT IDENTIFYING AND CONTACT INFORMATION 

Name: Last       First       Middle        

Social Security #:       FGCU University Identification Number (UIN): 814      

Date of Birth: Month       Day       Year       

Permanent Mailing Address: Street:       City:       State:       Zip:        

Permanent Phone Number: Day:       Evening:       Cell:       

Local Mailing Address (If different): Street:       City:       State:       Zip:       

Local Phone Number (if different): Day       Evening       Cell       

Personal E-mail:        EAGLE mail:       

EMERGENCY CONTACT INFORMATION: 

Name:       Relationship:        

Address: Street:       City:       State:        Zip:        

Phone Number: Day       Evening        Cell       

 

EDUCATIONAL BACKGROUND 

 

1. Do you hold a B.S.W. degree? YES NO (If no, skip to item #2 below) 

o If yes, from what program/school?  FGCU  Other (Specify:      ) 

o When: Select MONTH  Year        

o Was this an accredited school/program at the time you graduated? YES  NO 

2. Are you transferring from another M.S.W. program? 

o If yes, from what program/school?       

o What was your last date of attendance?  
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o  Currently attending  Other (Specify last term completed: Select TERM 

Year:       

3. Do you hold a Masters degree in a field other than social work? YES NO       

o If, "Yes," please specify: Field/Discipline       

o What university?       

o When: Select MONTH  Year        

 

PREVIOUS SOCIAL WORK INTERNSHIP (FIELD PRACTICE) EXPERIENCE: 

Provide information for each previous/current social work internship experience including 

undergraduate (i.e., BSW, Human Services).  If more than two, attach information on separate 

page. 

 

Type: Select response from this drop-down menu If "Other Undergraduate," specify:       

If "Other Graduate," specify:       

Agency:       Program (if different from agency):       

Field Instructor:       

Task Supervisor (if applicable):       

From: Month/Year        To: Month/Year       Total number of hours 

completed:         

Briefly describe learning experience:       

 

Type: Select response from this drop-down menu If "Other Undergraduate," specify:       

If "Other Graduate," specify:       

Agency:       Program (if different from agency):       

Field Instructor:       

Task Supervisor (if applicable):       

From: Month/Year        To: Month/Year       Total number of hours 

completed:         

Briefly describe learning experience:       

 

PREVIOUS VOLUNTEER EXPERIENCE (OTHER THAN FIELD PLACEMENTS): 

List names of agencies and describe nature of volunteer experience(s) you have had.  If more 

than two, attach information on separate sheet.  If none, check box:  

Where?       

From: Month/Year        To: Month/Year       Total #of volunteer hours: 

     * 
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Briefly describe nature of volunteer experience:       

 

Where?       

From: Month/Year        To: Month/Year       Total #of volunteer hours: 

     * 

Briefly describe nature of volunteer experience:       
*Estimate, if not sure. 

 

PREVIOUS WORK EXPERIENCE (Don't forget to attach your resume!) 

How much paid work experience have you had with any of the following populations? 

 

 Number of Years: If < 1 year, number of months: 

Adults (age 18-64): Select from drop-down menu Select from drop-down menu 

Elderly (age 65+): Select from drop-down menu Select from drop-down menu 

Children (age 4-12): Select from drop-down menu Select from drop-down menu 

Adolescents (age 13-17): Select from drop-down menu Select from drop-down menu 

Couples: Select from drop-down menu Select from drop-down menu 

Groups: Select from drop-down menu Select from drop-down menu 

Families: Select from drop-down menu Select from drop-down menu 

  
Briefly discuss previous experience with vulnerable populations (i.e., the poor, people of color, 

the aged, developmentally or physically challenged, persons living with HIV/AIDS, gays & 

lesbians, immigrants, women).       

 

Do you plan to be employed while in field placement? Yes  No   If "Yes:" 

 Where?       

 How many hours per week will you be working?       Schedule:       

 If working 20 hours a week or more, specify what arrangements will you make with your 

current employer for time to attend classes (one day a week) and for field placement 

(approximately 16 hours a week if full-time and 12 hours a week if part-time).  

Exclusively evening/weekend placements are not, generally speaking, available.       

 

Will you have the use of a car during your field placement?   Yes  No   

 

 If "Yes," do you have liability insurance on this vehicle?  Yes  No  

 If "No," how will you get to/from the field agency?       

 Some agencies may require travel (i.e., home visits).  Are there any restrictions on your 

ability to travel on agency business?       

 

Do you have knowledge of a language other than English?  Yes  No   

 

 If "Yes," specify which:       Rate your fluency in that language? 
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Speaking:  Beginner  Intermediate   Advanced  

Reading:  Beginner  Intermediate   Advanced  

Writing:  Beginner  Intermediate   Advanced  

 

INTEREST/AREA PREFERENCE (Remember, shaded areas will expand to the needed length.) 

Which is more important to you? 

o Field of Practice  Geographic Location   Explain:       

 

Indicate below your practice interests in rank order (first, second, third) from the following drop-

down list including any you may list in the ñotherò category.  

 First Choice:  Select one from this drop-down menu If "Other," specify:       

 Second Choice: Select one from this drop-down menu If "Other," specify:       

 Third Choice: Select one from this drop-down menu If "Other," specify:       

 

 If you are interested in working with a particular population or in a particular field of 

practice and it does not appear on the list, elaborate here.  Include rank order.        

 

 Is there any additional information you want to provide with regard to populations you 

would like to work with during this placement?       

 

Indicate below in rank order agencies currently affiliated with the FGCU MSW Program where 

you are interested in interviewing for this placement.  Student may refer to the MSW Field 

Education webpage on the Division website located at 

http://cps.fgcu.edu/SW/MSW/fieldeducation.html to view a list of possible agencies from which 

to choose.  If there is an agency in which the student is interested, but does not see on the list, 

indicate below.  Consider your educational needs and not just your area of interest in planning 

for this field placement.  Please note that placements related to all types of interest areas, even if 

an affiliation exists, are not available every semester and not in all geographic areas for a variety 

of reasons beyond the control of the Office of Field Education.   

 

 First Choice:        

 Second Choice:       

 Third Choice:       

 

 Briefly, state any additional information or preferences you would like the Office of Field 

Education to consider in making a determination regarding your placement assignment.  

       
 

IMPORTANT:  The Division of Social Work cannot guarantee that preferences can be accommodated.  

The extent to which they can be accommodated may severely limit the choice of agencies available. 

 

This application and supporting material will be available to the agency upon request.  Your 

signature indicates that you understand that this information will NOT be kept confidential. 

http://cps.fgcu.edu/SW/MSW/fieldeducation.html
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Instructions for Student Electronic Signature: Check this box * Type your name:       

Date:       
 

If submitting hard copy, sign and date below: 
 

  

Print Student Name       Student Signature/Date 
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Florida Gulf Coast University 

Division of Social Work – MSW Program 

Office of Field Education 

 

Criminal History Disclaimer 

 
An increasing number of employers, including social service agencies are now requiring that their 

potential employees, student interns, and volunteers complete criminal background screening 

checks.  It is critical that if applying to the Florida Gulf Coast University (hereinafter FGCU), 

Division of Social Work you be informed about and take responsibility for the following.   

  

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

(Initial) jurisdiction this may make me ineligible for admission to the FGCU Division of Social Work 

Master of Social Work Program, and/or an agency placement for Field Education.  Further, should 

I fail to disclose such pending legal action I understand that FGCU may be obligated to take 

immediate action to terminate me from my program of study.  

 

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

(Initial) Division of Social Work to place me with an agency for the purposes of completing my field 

education requirements.  

 

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

(Initial) convictions and/or criminal penalties to any agency where I may be placed for field education 

purposes and that failure to be forthcoming with this information, can result in dismissal from 

the agency and disciplinary action by FGCU and the Division of Social Work. 

 

   I understand that in Florida a felony history may make me ineligible to become a licensed social 

(Initial) worker.  For further information, contact the Florida Board of Clinical Social Work, Marriage and 

Family Therapy, & Mental Health Counseling, 4052 Bald Cypress Way, BIN #C08, Tallahassee, 

FL 32399, 850-488-0595. 

 

   Additionally, I understand that it is my responsibility to disclose to the Office of Field Education  

(Initial)  information regarding any possible conflict of interest that may exist between myself and an 

agency where I may be placed for field placement; whether this be pre-existing or whether it 

occurs following agency assignment agency for the purposes of field placement.  Failure to be 

forthcoming with this information can result in dismissal from the agency and disciplinary action 

by FGCU and the Division of Social Work. 

 

Instructions for Student Electronic Signature: Check this box * Type your name:       Date:       

 

If submitting hard copy, sign and date below: 

 

  

Print Student Name       Student Signature/Date 
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1.25.5 Pre-placement Interview Assignment Form 
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PRE-PLACEMENT INTERVIEW ASSIGNMENT 

 

Student:       

 

Faculty: Bob Soter, MSW 

 

Date:       

 

Instructions: Contact the following person(s) to arrange an interview(s) to discuss a potential 

field placement at their agency.  Say that you have been authorized by the Field Coordinator to 

do so.  Use this interview to determine whether the agency will meet your learning objectives. 

Dress as you would for a traditional job interview.  If you and the field instructor wish to confirm 

the placement at the time of the interview, complete the Confirmation Form and return it to the 

Field Coordinator.  If you are unable to confirm any of these placements or have any concerns, 

contact the Field Coordinator at 590-7828 or e-mail rsoter@fgcu.edu to discuss future steps. 

 

AGENCY:       

  

CONTACT PERSON:       

 

PHONE:        Email:       

 

SPECIAL INSTRUCTIONS:       

****************************************************************************** 

AGENCY:       

  

CONTACT PERSON:       

 

PHONE:        Email:       

 

SPECIAL INSTRUCTIONS:       

******************************************************************************

AGENCY:       

CONTACT PERSON:       

 

PHONE:        Email:       

 

SPECIAL INSTRUCTIONS:       
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1.25.6 Field Confirmation Form 
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Florida Gulf Coast University 

DIVISION OF SOCIAL WORK 

MSW Field Confirmation Form 

Field Placement Confirmation Form 

Electronic Fill Instructions: This document has been formatted to facilitate electronic data entry.  To do so click on 

any shaded area and either type information, check box that matches your response, or select your response from the 

drop-down list.  Navigate from field to field using the TAB KEY, PAGE UP/DOWN KEYS, or ARROW KEYS.  

Skim the entire document using the SCROLL BARS.  When finished, SAVE document.  To submit, e-mail to 

rsoter@fgcu.edu as an attachment. 

 

Student Name        UIN#       Academic Year: Select from this drop-down menu 

Program: Select from this drop-down menu  Status:  Part-Time  Full-Time 

Semesters (check all that apply):  FA  SP  SU Anticipated Placement Start Date:        

Agency Name:       Program/Dept. (if applicable):        

Main Agency Address: Street       City       Zip Code        

Placement Address (if different): Street       City       Zip Code       

Field Instructor Name/Title:       Email:       Phone:     -     -      Ext.      Other: (Specify type)     

-     -      Ext.       

Task Supervisor Name/Title (if applicable):       Email:       Phone:     -     -      Ext.      Other: 

(Specify type)     -     -      Ext.      

 

Is this placement Employment-Based?  Yes  No; if YES, Name of Supervisor:       Is this a Paid 

Placement?  Yes  No; if YES, indicate effective date of employment:        Does placement pay a 

stipend?  Yes  No  [All terms of income generating placements must be pre-approved by OFE.) 

 
Weekly Field Placement Schedule: Check all that apply and enter hours [e.g.,  Mon. 8 am to 5 pm].  Since meal 

breaks do not count toward field hours, work schedule should be adjusted accordingly.  No placement can consist 

of entirely evening/weekend hours.  All placements/schedules are subject to final approval by the Office of Field 

Education.  This section is NOT optional.  Confirmation Forms without a schedule will be returned unapproved and 

will only delay the placement approval process.   

 MON:       to      ;  TUES:       to      ;  WED:       to      ;  THU:       to      ;  FRI:       to      ;   SAT: 

      to      ;    SUN:       to       

 
Electronic Signature: To sign electronically, check the box, type your name in the space provided then SAVE.  

Field Instructor: 
*
       Date:     ; Student: 

*
       Date:     ; Task Supervisor (if applicable) 

*
 

      Date:       

If submitting hard copy, sign and date: 
 Student Signature/Date 

 
Field Instructor Signature/Date Task Supervisor (if applicable) Signature/Date  

 
FOR OFFICE USE ONLY:  

DATE APPROVED BY FIELD COORDINATOR:       

mailto:rsoter@fgcu.edu
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1.25.7 Learning Contract:  Foundation Year 
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Florida Gulf Coast University, Master of Social Work Program 

 

FOUNDATION YEAR LEARNING CONTRACT  

 

This document has been formatted to facilitate electronic completion and submission.  To complete, click on any gray shaded 

area and type in content (space will expand to necessary length, including adding additional pages, if needed); check box or 

select response from drop-down menu, as applicable.  Use TAB KEY, ARROW KEYS, or PAGE UP/DOWN KEYS on your 

keyboard to navigate from field to field. 

 

 The student should prepare this learning contract with the guidance of the field instructor, working within the structure of the 

field competencies list.  

 Below are listed the major competency categories; under each category list the tasks and experiences which the student will 

perform in order to demonstrate competency in each category (these might include but are not limited to such items as 

approximate number of cases, diversity of cases, opportunities to look at value and policy issues, types of written work, special 

opportunities to gain knowledge and skill, regular use of agenda for supervisory conferences, special projects, journals, etc.)   

 The field instructor should also list the ways in which the agency/supervisor will support the student’s learning (for example, 

weekly conferences, observation of student work, use of journals and agendas in supervision, provision of adequate work space 

and materials, consistent feedback, special learning assignments, etc.)  

 Specificity is important.  

 All tasks should be measurable/observable.    

 Learning Contract should be reviewed periodically for relevance and also as an integral part of the student performance 

evaluation process.  If necessary, it should be revised, updated, with more challenging goals, as student becomes more 

proficient.    

 

Student Name:       Agency:       Field Instructor Name:       Task Supervisor Name (if applicable):      

For Office Use Only 
 

Date Rcvd: _____________________                   _____ Initial: _________ 
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Item #1: Orientation (Skip item, if learning contract is being revised at midyear or later.) 

Orientation Activities: (i.e. new employee orientation, shadowing, review of agency policies, etc.)  

      

 

Item #2: Students will demonstrate appropriate use of supervision, prepare for supervisory conferences, assimilate feedback in 

future practice and demonstrate problem-solving strategies in supervision. 

Student Task/Activities (what you want to learn)  

      

Agency Contribution to  Task (how the student will learn)  

      

 

Item #3:  Students will demonstrate awareness of social issues by identifying unmet needs, policies that contribute to a 

particular issue from both a micro and macro perspective. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 

      

 

Item #4: Students will demonstrate appropriate data collection skills from the person-in-environment perspective by utilizing 

psychosocial assessment tools, personal interviews and archival data. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 

      

Item #5: Students will demonstrate basic crisis intervention skills, critical thinking and problem-solving skills. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 

      

 

Item #6:  Students will demonstrate appropriate termination or transfer techniques related to clients and identify any 

personal transfer related issues. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 

      

 

Item #7:  Students will identify personal values and biases that may impact client interaction and address these issues in their 

supervisory sessions. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 
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Item #8:  Students will exhibit written and verbal skills appropriate to a graduate level professional on all assignments, and 

demonstrate knowledge of appropriate community resources. 

Student Task/Activities (what you want to learn) 

      

Agency Contribution to  Task (how the student will learn) 

      

 

Item #9: Field instructor and student may define additional learning goal(s) and objectives.  If so, indicate what those are here: 
 

Student Task/Activities (what you want to learn)  

      

Agency Contribution to  Task (how the student will learn)  

      

 

 

To submit electronically: Check the box, then type the name in the next space, and enter the date. 

 

Student Signature: *       Date:       

 

Field Instructor Signature: *       Date:       

 

Task Supervisor Signature (if applicable): *       Date:       

 

Faculty Advisor/Field Liaison Signature: *       Date:        

 

To submit hard copy: Print, after completing Learning Contract, and sign and date in the appropriate space below: 
           

 

Field Instructor Signature/Date     Student Signature/Date 

 

 

Task Supervisor (if applicable) Signature/Date   Field Liaison Signature/Date 



 

57 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

1.25.8 Learning Contract:  Concentration Year 
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59 

Florida Gulf Coast University, Master of Social Work Program 

 

CONCENTRATION YEAR LEARNING CONTRACT 

 

This document has been formatted to facilitate electronic completion and submission. To complete, click on any gray shaded 

area and type in content (space will expand to necessary length, including adding additional pages, if needed); check box or 

select response from drop-down menu, as applicable. Use TAB KEY, ARROW KEYS, or PAGE UP/DOWN KEYS on your 

keyboard to navigate from field to field. 
 

 The student should prepare this learning contract with the guidance of the field instructor, working within the structure of the 

field competencies list. 

 Below are listed the major competency categories; under each category list the tasks and experiences which the student will 

perform in order to demonstrate competency in each category (these might include but are not limited to such items as 

approximate number of cases, diversity of cases, opportunities to look at value and policy issues, types of written work, special 

opportunities to gain knowledge and skill, regular use of agenda for supervisory conferences, special projects, journals, etc.) 

 The field instructor should also list the ways in which the agency/supervisor will support the student’s learning (for example, 

weekly conferences, observation of student work, use of journals and agendas in supervision, provision of adequate work space 

and materials, consistent feedback, special learning assignments, etc.) 

 Specificity is important. 

 All tasks should be measurable/observable. 

 Learning Contract should be reviewed periodically for relevance and also as an integral part of the student performance 

evaluation process. If necessary, it should be revised, updated, with more challenging goals, as student becomes more 

proficient. 

 

 

 

Student Name:        Agency:        Field Instructor Name:        Task Supervisor Name (if applicable):       

For Office Use Only 
 

Date Rcvd: _____________________ Initial: _________ 
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Item #1: Orientation (Skip item, if learning contract is being revised at midyear or later.) 

Orientation Activities: (i.e. new employee orientation, shadowing, review of agency policies, etc.) 

      

 

Item #2: Students will demonstrate appropriate use of supervision, prepare for supervisory conferences by preparing case-

studies, process recordings or other assignments that assist the field instructor in assessing the studentsô clinical skills. 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

  

Item #3: Students will demonstrate an ability to apply social work values, including understanding of and respect for human 

diversity in their work with individuals, families and groups. 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #4: Students will demonstrate clinical community practice skills that connect clinical practice to the larger community 

system. 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #5: Students will demonstrate knowledge of the interrelationships between bio-psychosocial, cultural and environmental 

factors in human behavior. 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #6: Students will demonstrate a range of treatment methodologies for working with diverse client groups. 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 
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Item #7: Students will demonstrate skill in applying clinical interventions, diagnosis and treatment planning from an 

empowerment perspective. Direct client contact is required. 

 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #8: Students will demonstrate a range of community practice skills that link macro resources to clients (social policy 

analysis, grant opportunities, community organizing, and activism). 

 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #9: Students will demonstrate appropriate professional development in areas related to ethics (termination, boundaries, 

bias, and professional conduct). 

 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

Item #10: Field instructor and student may define additional learning goal(s) and objectives. If so, indicate what those are 

here: 

 

Student Task/Activities (what you want to learn) 

 

      

Agency Contribution to Task (how the student will learn) 

 

      

 

To submit electronically: Check the box, then type the name in the next space, and enter the date. 

Student Signature: *       Date:       
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Field Instructor Signature: *       Date:       

Task Supervisor Signature (if applicable): *       Date:       

Faculty Advisor/Field Liaison Signature: *       Date:       

To submit hard copy: Print, after completing Learning Contract, and sign and date in the appropriate space below: 

______________________________________________ ________________________________________________ 

Field Instructor Signature/Date     Student Signature/Date 

 

______________________________________________ ________________________________________________ 

Task Supervisor (if applicable)      Signature/Date Field Liaison Signature/Date 
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1.25.9 MSW Site Visit Evaluation Form 
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STUDENT       FIELD STATUS:  FT    PT   Foundation  Concentration  
   Advanced Standing 
 
        SEMESTER (check one):  Fall   Spring  Summer   20      
 
AGENCY            FIELD INSTRUCTOR              
 
        TASK SUPERVISOR (If applicable):            
 
FIELD FACULTY/LIAISON          DATE OF VISIT           
 

Agency Section   Comments (attach additional page if needed) 

 
Was an agency/program orientation provided to student? 

 
Yes 

 
No 

 
      

 
How often do field instructor and student meet formally? 

 
Weekly 

 
Other: 

Specify frequency, if other:      

 
Is the learning contract used to guide field activities? 

 
Yes 

 
No 

      

 
Is the student working in one area of specialty or a variety of 
experiences? 

 
One 

 
Variety 

      

 
Has the student had an opportunity to interact with any other 
community agencies (i.e., collateral contacts)?  

 
Yes 

 
No 

      

 
Has the student had an opportunity to practice assessment 
skills? 

 
Yes 

 
No 

      

 
Has the student had an opportunity to engage in work with 
individuals? 

 
Yes 

 
No 

      

 
Has the student had an opportunity to practice interviewing 
skills? 

 
Yes 

 
No 
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Agency Section (Continued)   Comments (attach additional page if needed) 

 
Has the student had an opportunity to engage in practice with 
families and/or groups (i.e., mezzo level practice)?  

 
Yes 

 
No 

 
      

 
Has the student had an opportunity to engage in practice at 
the community level (i.e., macro level practice)? 

   
      

 
Has the student had exposure to (or are there plans for) any 
in-service training opportunities? 

 
Yes 

 
No 

 
      
 

 
Has the student had opportunities to engage in practice with 
diverse populations?   

 
Yes 

 
No 

 
      

 
Does the student have additional goals to meet prior to 
completing the internship, not previously identified in the 
learning contract? 

 
 
Yes 

 
 
No 

 
      

 
Number of hours per week of formal supervision with field instructor:        
 

HOURS COMPLETED TO DATE:        

 
FOR FALL SITE VISIT ONLY: Anticipated Date of Mid-Year Hours Completion:       
 
FOR SPRING SITE VISIT ONLY: Anticipated Date of FINAL HOURS Completion:        
 

ADDITIONAL COMMENTS:       
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1.25.10  Foundation Mid-year and Final Evaluation
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MASTER OF SOCIAL WORK PROGRAM 

FOUNDATION YEAR STUDENT EVALUATION 
 

INSTRUCTIONS: This document has been formatted to be filled electronically.  To do so, click 

on any shaded area, type in the information requested (area will expand to accommodate length 

of content), check box, or select your response from the drop-down menu, as applicable.  Use the 

TAB KEY, ARROW KEYS, or PAGE UP/PAGE DOWN KEYS on your keyboard to navigate 

from field (or item) to field. 

Student Name:       

Agency:       

Field Instructor Name:       

Task Supervisor Name (if applicable):       

Semester: Select from this drop-down menu Year: Select from this drop-down menu 

Interval for which the student is being evaluated: Select one from this drop-down menu If 

―Other‖, specify total number of hours:       

 

Sign electronically as follows: Check box and type names in space for signature. 

Student Signature: *       Date:           

 

Field Instructor Signature *       Date:       

 

Task Supervisor (if applicable) *       Date:       

 
To submit hard copy: Print, after completing Learning Contract, and sign and date in the 

appropriate space below: 
 

 

Field Instructor Signature/Date     Student Signature/Date 

 

 

Task Supervisor (if applicable) Signature/Date   Field Coordinator Signature/Date 
 

FOR OFFICE USE ONLY 

 

Grade:       

 

Submit completed evaluation electronically to the Field Coordinator by the due date 

 

Date Rcvd: ____________________ Initial: ____ 
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MASTER OF SOCIAL WORK PROGRAM 

FOUNDATION YEAR STUDENT EVALUATION 

 

The Foundation Year Evaluation consists of two interrelated components: (1) Knowledge and 

Skills basic to the social work profession; and (2) Student/Agency objectives.   

 

1. The Knowledge and Skills component applies to the full range of social work 

practice.  This component provides an in-depth evaluation of performance in specific 

areas consistent with academic content as well as professional social work standards 

and is divided into three sections:  

1) The Agency 

2) Knowledge and Skills in Service Delivery 

3) Professional Development 

 

2. The Rating Scale for each section is:  

1) Does Not Meet Expectations: The student is unable to perform even minimal 

tasks and does not demonstrate an understanding of the theoretical basis for 

activities.   

2) Marginal: The student requires intensive redirection.  The student demonstrates 

efforts but has difficulty in achieving required expectations. 

Note: Any item rated ñDoes not meetò or ñMarginalò should be expanded upon 

in the area provided for comments in the relevant section. 

3) Meets Expectations: The student demonstrates both ability and knowledge which 

meets the basic expectations as listed in the criteria for each section.   

4) Above Expectations: The student demonstrates knowledge and ability above the 

criteria set for this level.   

5) NA: Not applicable or Not appropriate or No basis for evaluation.   

 

3. Criteria: These criteria identify the knowledge and skills basis for evaluating each of 

the specific points in the three sections.  In some instances, the second semester 

indicates ―same.‖  This occurs because the basics of each criterion must be 

understood and performed by the student in the first semester and become more 

refined and integrated into the professional self in the second semester.  

 

4. Comments: The evaluation may be individualized with comments after each section.  

In addition, student strengths, achievements, and initiatives shown in the performance 

of his/her assignments and work contacts can be noted in the comment sections (or 

narrative summary). 

 

5. The term ―client‖ refers to client "systems" of any size (individuals, groups, couples, 

families, organizations, communities) who are consumers of service(s) provided by 

the student.  

 

6. Finally, ratings are distinct for each evaluation interval—midyear or final—NOT 

CUMULATIVE. 
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MASTER OF SOCIAL WORK PROGRAM 

FOUNDATION YEAR STUDENT EVALUATION 

 

Shaded areas will expand to the length of the entry, including adding additional pages, if 

necessary. 

    

1. Describe the student’s assignments with regard to client populations and service delivery that 
characterize the student’s field experiences.        

2. Describe the supervisory tools used to document and evaluate the student’s performance and 
achievements (i.e., process recordings, video/audio taping, direct observation, supervisory 

conferences, etc.).        

3. Briefly, summarize student’s performance.        

4. Describe student's learning patterns.       

5. Describe student's strengths as a social work practitioner.        

6. At midyear, review the initial Learning Contract and identify here any learning objectives 

added or modified for the next phase.  Not applicable (Check, if Final) 

      

7. At final interval, specify appropriate learning goals for future social work professional 

growth and development.   Not Applicable (Check, if Midyear) 
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I. THE AGENCY 

Items here reflect the student’s overall knowledge of the agency and the scope of social work.  It includes 

a beginning knowledge of the agency and various professionals within the agency and their relation to 

client services. 

 

Criteria: 

 At Midyear Final 

Scope of 

Practice 

Demonstrates beginning levels of 

understanding areas and types of 

services offered.  

Can begin discussing theoretical/research 

studies in relation to client needs in this 

particular field of practice. 

Agency Demonstrates growing awareness of 

agency mission, culture, policies, 

and procedures.   

Begins to use organizational knowledge and 

skills to enhance the service delivery system.  

Able to develop a plan which would 

implement changes in service delivery, if 

needed, and present to appropriate personnel.   

 

THE AGENCY 

 

 

Comprehension of Function and Purpose of the Agency 

D
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N
A

 

1. Demonstrates ability to discuss the mission and function of the 

agency. 
     

2. Student is able to explain the services of the agency to clients       

3. Describes the agency’s services accurately to others, e.g., people in 
the community, other professionals.      

4. Demonstrates knowledge of the clients served by the agency and the 

situations which the agency’s services address. 
     

5. Demonstrates knowledge of and appropriate use of forms and 

documentation required for service delivery to the agency’s clients. 
     

6. Records/charts material as required by agency clearly, coherently, in 

a timely manner, and within agency guidelines.    
     

7. Communicates verbally in an appropriate manner.       

8. Attends and participates in meetings and activities related to the 

operation of the agency. 
     

 

Comments:      
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II. KNOWLEDGE AND SKILL IN SERVICE DELIVERY 

Items here reflect both developing a knowledge of self as well as of technical skills. 

Criteria: Developing Skills, Knowledge-Base, Record-Keeping 

At Midyear Final 

Begins to identify and understand the use of self 

in working with clients. 

Able to complete comprehensive assessments 

and plan interventions for clients.  

Can discuss various theories and interview 

techniques.  Is able to begin a therapeutic 

relationship with clients and able to gather 

information relating to clients needs. 

Demonstrates flexibility and specificity in using 

interviewing techniques and in focusing 

interview.  Able to organize information orally 

and in writing. 

Begins to use principles of client engagement.   Effectively and appropriately responds to various 

levels and patterns of client communication.   

Begins to develop a plan of action relative to the 

client’s needs and within agency guidelines. 

Effectively integrates assessment and goal 

planning in the intervention process. 

Begins to work effectively with agency staff and 

personnel of other agencies. 

Understands role of other agency personnel and 

disciplines and uses these to fulfill agency goals 

and meet client needs. Student collaboratively 

formulates plans for intervention. 

Can verbalize an understanding of the effects of 

racism, sexism, ageism, homophobia, classism, 

etc. 

Same.  Plus, these criteria are seen in more depth 

and in a more integrated and self developed 

manner.   

Presents concise documentation as required for 

needs assessment and goal planning within 

agency standards.   

Same as above. 

 

KNOWLEDGE AND SKILL IN SERVICE DELIVERY 

 

 

 

Developing Skills, Knowledge-Base, Record-Keeping      D
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1. Demonstrates knowledge and understanding of theories in service 

delivery.  
     

2. Demonstrates ability to listen, communicate, and engage in purposeful 

interactions with others. 
     

3. Demonstrates knowledge and skill in engaging, developing, and 

maintaining appropriate relationships with clients. 
     

4.   Demonstrates use of theories of human behavior in gathering 

information about the client’s situation. 
     

5. Demonstrates knowledge of diversity and differences and culturally 

competent practice skills. 
     

6. Assesses the client’s situation and determines appropriate short and 
long term goals.  

     

7. Gathers and compiles information in an organized manner, appropriate 

to the client situation and congruent with agency protocol.   
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KNOWLEDGE AND SKILL IN SERVICE DELIVERY (cont.) 

 

Developing Skills, Knowledge-Base, Record-Keeping (cont.) 
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8. Collaboratively develops plans of action/interventions, relative to the 

needs of the client and the agency’s service design/approach. 
     

9. Involves the client in the formulation and implementation of the plan 

of action. 
     

10. Interventions demonstrate knowledge of and skill in application of 

effective helping techniques appropriate to the situation, i.e., support, 

clarification, confrontation.   

     

11. Effectively identifies and interprets verbal and non-verbal behaviors 

of the client. 
     

12. Demonstrates awareness of own values, attitudes, feelings, and 

beliefs and their impact o the helping process.   
     

13. Demonstrates ability to objectively separate client situation from own 

life experiences.  
     

14. Demonstrates ability to assess own effectiveness with clients.      

15. Applies relevant research findings to practice.      

 

  Comments:       

 

III. PROFESSIONAL DEVELOPMENT 

Items here refer to the student’s ability to perform within agency standards as well as the student’s 

appropriate use of the field instructor. 

Criteria: 

 MIDYEAR FINAL 

Social Work Values Able to accept values and lifestyles 

different from one’s own.  

Understands and respects 

confidentiality of information. 

Recognizes and implements a 

client’s right to self-determination 

and follows the standards of 

confidentiality. 

Field and Self Seeks assistance to understand 

various aspects of the social work 

profession.  Seeks consultation 

regarding the setting and achieving 

of client goals.  

Analyzes own knowledge, skills, 

accomplishments, and learning 

needs.  Develops a greater 

understanding of own social work 

values and skills.   

Dependability Reports to field site in timely 

fashion on required days.  Uses 

agency method to report tardiness 

or absences. 

Same.  Plus, these criteria are seen 

in more depth and in a more 

integrated and self developed 

manner.   
Agency Involvement Attends meetings regularly.  

Cooperates with others to the 

benefit of the client.  

Same as above. 
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PROFESSIONAL DEVELOPMENT 

 

 

Self-assessment, responsibility, ethics 
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1. Reports regularly and punctually for field work.      

2. Handles absences and tardiness appropriately.       

3. Observes the norms of the agency for professional attire.      

4. Prepares for supervision (i.e., brings agenda, reports, and records as 

required). 
     

5. Actively participates in supervision (i.e., raising questions/concerns, 

eliciting feedback). 
     

6. Evaluates own work and discusses strengths and weaknesses 

realistically.    
     

7. Demonstrates ability to apply constructive criticism and feedback in 

modification of practice and/or behaviors. 
     

8. Demonstrates behaviors consistent with the NASW Code of Ethics.      

9. Seeks clarification of policies/procedures related to legal or ethical 

considerations. 
     

 

  Comments:       

 

If there is anything that field instructor would like to add to this evaluation, please do so here or attach a 

narrative statement to this document:       

 

If there is anything that student would like to add to this evaluation, please do so here or attach a 

narrative statement to this document:       
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1.25.11  Concentration Year Mid-year and Final Evaluation



 

 

MASTER OF SOCIAL WORK PROGRAM 

CONCENTRATION YEAR STUDENT EVALUATION 

 

INSTRUCTIONS: This document has been formatted to be filled electronically.  To do so, click 

on any shaded area, type in the information requested (area will expand to accommodate length 

of content), check box, or select your response from the drop-down menu, as applicable.  Use the 

TAB KEY, ARROW KEYS, or PAGE UP/PAGE DOWN KEYS on your keyboard to navigate 

from field (or item) to field. 

Student Name:       

Agency:       

Field Instructor Name:       

Task Supervisor Name (if applicable):       

Semester: Select from this drop-down menu Year: Select from this drop-down menu 

Interval for which the student is being evaluated: Select one from this drop-down menu If 

ñOther,ò please specify number hours:        

 
To sign electronically: Check box and type names in space for signature. 

Student Signature: *       Date:           

 

Field Instructor Signature *       Date:       

 

Task Supervisor (if applicable) *       Date:       

 
To submit hard copy: Print, after completing Learning Contract, and sign and date in the 

appropriate space below: 
 

 

Field Instructor Signature/Date     Student Signature/Date 

 

 

Task Supervisor (if applicable) Signature/Date   Field Coordinator Signature/Date 
 

FOR OFFICE USE ONLY 

 

Grade:       

 

 

Submit completed evaluation electronically to the Field Coordinator by the due date. 

 

Date Rcvd: ____________________ Initial: ____ 
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MASTER OF SOCIAL WORK PROGRAM 

CONCENTRATION YEAR STUDENT EVALUATION 

 

The Concentration Year Evaluation consists of two interrelated components: (1) Knowledge and Skills basic to 

the social work profession; and (2) Student/Agency objectives.   

 

7. The Knowledge and Skills component applies to the full range of social work practice.  This 

component provides an in-depth evaluation of performance in specific areas consistent with 

academic content as well as professional social work standards and is divided into three sections:  

1) The Agency 

2) Knowledge and Skills in Service Delivery 

3) Professional Development 

 

8. The Rating Scale for each section is:  

1) Does Not Meet Expectations: The student is unable to perform even minimal tasks and does not 

demonstrate an understanding of the theoretical basis for activities.   

2) Marginal: The student requires intensive redirection.  The student demonstrates efforts but has 

difficulty in achieving required expectations. 

Note: Any item rated ñDoes not meetò or ñMarginalò should be expanded upon in the area 

provided for comments in the relevant section. 

3) Meets Expectations: The student demonstrates both ability and knowledge which meets the 

basic expectations as listed in the criteria for each section.   

4) Above Expectations: The student demonstrates knowledge and ability above the criteria set for 

this level.   

5) NA: Not applicable or Not appropriate or No basis for evaluation.   

 

9. Criteria: These criteria identify the knowledge and skills basis for evaluating each of the specific 

points in the three sections.  In some instances, the second semester indicates ―same.‖  This occurs 

because the basics of each criterion must be understood and performed by the student in the first 

semester and become more refined and integrated into the professional self in the second semester.  

 

10. Comments: The evaluation may be individualized with comments after each section.  In addition, 

student strengths, achievements, and initiatives shown in the performance of his/her assignments and 

work contacts can be noted in the comment sections (or narrative summary). 

 

11. The term ―client‖ refers to client "systems" of any size (individuals, groups, couples, families, 

organizations, communities) who are consumers of service(s) provided by the student.  

 

12. Finally, ratings at Midyear and Final stage are distinct for each interval, NOT CUMULATIVE. 
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MASTER OF SOCIAL WORK PROGRAM 

CONCENTRATION YEAR STUDENT EVALUATION 
 

Shaded area will expand to the length of the entry, including adding additional pages, if necessary. 

    

8. Describe the student’s assignments with regard to client populations and service delivery that characterize 
the student’s field experiences.   

      

9. Describe the supervisory tools used to document and evaluate the student’s performance and achievements 
(i.e., process recordings, video/audio taping, direct observation, supervisory conferences, etc.).   

      

10. Briefly, summarize student’s performance.   

      

11. Describe student's learning patterns.  

      

12. Describe student's strengths as a social work practitioner.   

      

13. If this is a Partial-Term Evaluation (i.e., student is transitioning to a new field instructor either in the same 

agency or to a new agency), please review the Learning Contract and identify here any learning objectives 

added or modified for the next phase.  If this item does not apply to you, skip this item and go to item 7 or 8, 

as applicable.  Check, if ―not applicable‖:  

14. If this is a Midyear Evaluation, please review the Learning Contract and identify here any learning 

objectives added or modified for the next phase.  

      

15. If this is a Final Evaluation, please specify appropriate learning goals for future social work professional 

growth and development.  
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I. THE AGENCY 

Items here reflect the student’s overall knowledge of the agency, the scope of social work, and knowledge about use of 

self.  It includes knowledge of the agency, its subsystems, and the various professionals within the agency and their 

relation to client services. 

CRITERIA 

 At Midyear Final 

A. Scope of 

Practice 

Can begin discussing theoretical/research 

studies in relation to client needs in this 

particular field of practice. 

Same. Plus, ability to discuss and use specific 

methods to enhance practice.  Can search out needed 

reference materials regarding these methods. 

B. Agency Uses organizational knowledge and skills 

to enhance service delivery.  Able to 

develop a plan which would implement 

changes if needed and present to 

appropriate personnel.   

Same.  Plus, these criteria are seen in more depth and 

in a more integrated and self developed manner.   

C. Personal   

Development 

Consciously uses principles of client 

engagement. Makes disciplined use of self 

in a professional relationship.  Works 

effectively with agency staff and 

personnel of other agencies. 

Same as above.  

 

THE AGENCY 

 

A. Comprehension of the Scope of the Field of Practice  
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9. Knows how social policies, research studies, and theories of human behavior in the 

social environment relate to the field of practice. 
     

10. Knows a range of social work practice methods utilized in the field of practice and can 

identify practice methods utilized in the agency.  
     

11. Understands how outcome is evaluated in the field of practice.       

12. Demonstrates knowledge of the clients served by the agency and the situations which 

the agency’s services address. 
     

B. Comprehension of Function and Purpose of the Agency 

13. Knows the purpose, characteristics, and social policies of the agency.      

14. Knows the different roles and functions of staff within the agency and how they 

contribute to service delivery. 
     

15. Knows the client population served and typical needs of this population.      

16. Knows resources, intra- and extra-institutional, as relevant to serving the population.      

17. Understands how (and why) the agency evaluates its programs.      

18. Demonstrates increased self responsibility for learning which includes recognition of 

areas of competence as well as gaps in knowledge and skills. 
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THE AGENCY (cont.) 

 

C. Personal Social Work Development 
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19. Demonstrates continuing development of conscious use of self.      

20. Demonstrates continuing recognition of own perceptions, feelings, attitudes, behavior 

upon his/her professional social work practice.  
     

21. Engages in evaluation of own professional performance to improve practice.        

 

Comments:       

 

II. KNOWLEDGE AND SKILL IN SERVICE DELIVERY 

Items here reflect knowledge of self as well as of technical skills. 

 

CRITERIA 

At Midyear Final 

Student can identify how agency records, documents, 

etc. are designed to facilitate and enhance service 

delivery, accountability, and own practice knowledge. 

Same.  Plus, these criteria are seen in more depth in a 

more integrated manner.   

Student demonstrates flexibility and specificity in using 

interviewing techniques and in focusing interview.  Able 

to effectively organize and communicate information 

verbally and in writing.   

Same as above. 

Student integrates assessment and goal planning in the 

intervention process; able to independently formulate 

and implement intervention plan. 

Same as above.  

Student able to effectively and appropriately responds to 

various levels and patterns of client communication. 

Same as above.  

Student able to conceptualize, synthesize, analyze, and 

apply knowledge of issues of socio-economic (including 

effects of racism, sexism, ageism, classism, poverty, 

etc.) and cultural diversity in a critical manner. 

Same as above.  

Student able to independently differentiate and define 

short-term and long-term goals; independently utilizes 

sequence of interviews to facilitate goal attainment; 

actively involves client in establishing goals and in 

delineating means of achieving them.  

Same as above.  
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Knowledge and Skill in Service Delivery 
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4. Applies social work values in practice in a manner consistent with the NASW Code of 

Ethics.      

5. Carries out the necessary steps prior to engaging the client (individual, family, group, 

or community) in the helping process.   
     

6. Establishes effective and appropriate relationships with clients. 
     

7. Sustains meaningful and purposeful working relationships with clients. 
     

8. Student able to identify and define client needs/problems. 
     

9. Identifies and responds appropriately to the latent (i.e., nonverbal) as well as the 

manifest content of client responses.      

10. Effectively sets short-term and long-term goals with clients. 
     

11. Utilizes resources appropriately on behalf of clients. 
     

12. Determines appropriate intervention strategies and implements them accordingly. 
     

13. Periodically evaluates effectiveness of interventions and alters intervention plans, if 

indicated.        

14. Applies relevant research findings and best practices and applies these to advance 

service delivery.        

15. Establishes and maintains effective working relationships with others at all appropriate 

organizational levels at the placement.       

16. Engages in effective relationships with people in other organizations. 
     

17. Establishes and maintains effective collaborative relationships with community 

members.       

18. Seeks to obtain resources appropriately to facilitate achievement of client goals.   
     

19. Gathers information about and assesses the effectiveness of linkages, networks, and 

relationships between the agency’s programs and other social programs in the 

community. 

     

20. Researches and analyzes policy and develops recommendations based on this research 

and analysis.      
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21. Effectively determines with clients when termination is appropriate and deals with 

termination as part of the social work process.        
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III. PROFESSIONAL DEVELOPMENT 

Items here refer to the student’s ability to perform within agency standards as well as the student’s appropriate use of the 

field instructor. 

CRITERIA 

 MIDYEAR FINAL 

Social Work 

Values 

Professionally committed to preservation of 

human dignity, client’s right to self-

determination of confidentiality.  Able to accept 

values and lifestyles different from own. 

Same.  Plus, these criteria are seen in 

more depth in a more integrated 

manner.   

Field and Self Able to analyze own knowledge, skills 

accomplishments and learning needs.  Initiates 

and is selective in using the instructor and other 

agency resources to develop social work values, 

attitudes, knowledge, and skills 

Same as above. 

Dependability Reports to field site in timely fashion on 

required days.  Uses agency method to report 

tardiness or absences. 

Same as above.  

Agency 

Involvement 

Attends meetings regularly.  Able to express 

opinions appropriately.  Interacts with 

professionals of other disciplines in a 

cooperative manner. 

Same as above.  

 

PROFESSIONAL DEVELOPMENT 

 

A. Agency 
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10. Obtains and shares pertinent information with others in the best interests of the client, 

using appropriate standards of confidentiality.  
     

11. Demonstrates an awareness of the role of other disciplines including the integration of 

information from them in assessment and planning for clients.   
     

12. Models social work practice, knowledge, goals, and values to other disciplines.       

13. Attends and participates in conferences and other meetings when appropriate      

14. Carries out assigned responsibilities within the agency policies and procedures. 
     

15. Effectively communicates in writing (i.e., reports are well written and prepared within 

agency guidelines and standards.) 
     

16. Effectively communicates verbally (i.e., oral presentations of intervention planning are 

delivered effectively and within agency guidelines and standards). 
     

17. Effectively organizes and manages workload.        

18. Sustains effective working relationships with staff and other personnel.       
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PROFESSIONAL DEVELOPMENT (cont.) 

 

B. Field Education 
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19. Identifies and seeks out knowledge and skill needed for problem solving in a focused 

manner with field instructor and others as appropriate. 
     

20. Prepares and submits required materials (e.g., agendas, reports, records) for 

supervision and other educational sessions in a timely manner. 
     

21. Participates actively in setting and evaluating progress towards achievement of 

learning goals and objectives.    
     

22. Transfers learning from one situation to another.      

23. Raises concerns and differences with field instructor appropriately and explores basis 

for these differences. 
     

24. Evaluates and monitors own performance in field education conferences.        

 

  Comments:       

 

If there is anything that field instructor would like to add to this evaluation, please do so here or attach a narrative 

statement to this document:       

 

If there is anything that student would like to add to this evaluation, please do so here or attach a narrative statement to 

this document:       
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1.25.12  Student Evaluation of Field Experience 
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STUDENT EVALUATION OF FIELD EXPERIENCE  

Florida Gulf Coast University 

Division of Social Work 

Master in Social Work Program 

 

Instructions:  

 The student is responsible for completing this evaluation form at the conclusion of the field experience.  

Upon completion, please return to the Office of Field Education.  

 The ―Evaluation of Field Education Experience‖ form is composed of sections comparable to the 

Student Performance Evaluation.  By completing this evaluation, students are afforded an opportunity to 

provide feedback to the Division of Social Work as to their impressions of the agency and the field 

instructor.  This form covers the student’s evaluation of knowledge/experience gained through their 

internship and is divided into four sections: 

o The Agency 

o Knowledge and Skill Building in Service Delivery 

o Professional Development 

o Linkage of Class and Field 

 The Rating Scale is: 

1) Strongly Disagree 

2) Disagree 

3) Neither Agree/Disagree 

4) Agree 

5) Strongly Agree 
6) NA: Did not Experience, Not Applicable, or Not Appropriate to this setting.  Add a brief 

explanation for any item rated this way, in the comments section. 

 This document has been formatted so that it can be filled electronically.  Click on any shaded area and 

either type in requested information (space will expand to accommodate needed length), check box that 

corresponds to your answer, or select your response from the drop-down menu, as appropriate.  Navigate 

from field to field using the TAB KEY, PAGE UP/DOWN KEYS, or ARROW KEYS.  Use the 

SCROLL BAR to skim the entire document. 

 

 

STUDENT NAME:      

 

 

Date Rcvd: __________________________ Initial: _____ 
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RATE YOUR FIELD EXPERIENCE 

 

Academic Year: Select from this drop-down menu Date:       

 

Foundation  Concentration  Full-time  Part-time  

 

Name of Student:       

 

Name of Agency:       

 

Name of Field Instructor:       

 

Task Supervisor (if applicable):       

 

Name of Field Liaison:       

 

 

I. THE AGENCY: Knowledge related to the Agency/Organization and its ability to provide student 

with a positive learning experience.   
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1. I received a formal orientation to the agency. 
      

2. Agency policies and procedures were explained to me. 
      

3. I received orientation to the agency’s mission in written and oral 
form. 

      

4. I was oriented toward my role as a student placed in the agency. 
      

5. The agency staff was receptive to me and treated me as a member 

of the team. 
      

6. The agency offered opportunities or in-service training. 
      

7. The agency provided adequate facilities for my use, e.g., 

office/desk space, supplies, phone, computer, parking, etc.) 
      

8. Professional activities of the agency social work staff were guided 

by the NASW Code of Ethics. 
      

9. The agency provided access to data for describing the population 

served, services, and outcomes. 
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II. BUILDING KNOWLEDGE AND SKILL IN SERVICE DELIVERY: Evaluate field assignments.  
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1. Field work assignments were relevant to the learning objectives of 

my level of education (Foundation, Concentration, or Advanced 

Standing).    

      

2. Assignments were appropriate in number and depth in relation to 

my level of development. 
      

3. Assignments were challenging. 
      

4. I participated in framing assignments.  
      

 

III. PROFESSIONAL DEVELOPMENT: Items refer to the field instructor’s instruction of the student.   
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1. I  was actively involved in the development of my Learning 

Contract. 
      

2. Standards for my performance were made clear to me by my field 

instructor. 
      

3. My field instructor was available and prepared for supervisory 

conferences. 
      

4. My field instructor was available to discuss crisis situations with 

me. 
      

5. Opportunities for field instruction were sufficient/adequate (refers 

to a range of instructional activities, e.g., accompanying a 

practitioner in the field, individual and group supervision, in-

service education).  

      

6. My field instructor was knowledgeable and skilled regarding 

her/his area of practice. 
      

7. My field instructor was able to effectively convey her/his 

knowledge and skills to me in a way I could understand and use.   
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8. My field instructor gave me clear and honest feedback regarding 

my performance.  
      

9. My field instructor was supportive of me and encouraged me. 
      

10. My field instructor encouraged me to link the concepts of research 

to practice.  
      

11. My field instructor was supportive of and receptive to creative 

innovations in my approach to tasks. 
      

12. My field instructor gave timely oral and/or written feedback on 

reports I submitted.  
      

13. My field instructor supported my development through corrective 

feedback, suggested readings, and encouragement. 
      

 

 

 

IV. LINKAGE OF CLASS AND FIELD 
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1. Classroom courses provided knowledge which supported my 

practice and development in the field.   
      

2. The process of being assigned to a field experience agency 

was organized and thorough. 
      

3. I was afforded opportunities to address concerns about the 

field placement and express suggestions to appropriate 

personnel at the Division. 

      

4. My faculty advisor visited me at the agency. 
      

5. My faculty advisor was available to me if I needed help. 
      

6. The orientation I received to field education was clear and 

adequately communicated.  
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7. I was able to access necessary field education materials (i.e., 

field manual, field calendar, evaluation forms, and other field 

documents) on ANGEL with relative ease.   

      

8. I was involved in the evaluation of my achievement and 

performance in field education.  
      

 

 

NARRATIVE SUMMARY: In this space, please expand on any items above marked NA or feel free to add 

any comments that can enhance our understanding of your experience with regard to any of the rated sections.  
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1.25.13  Field Placement Time Sheet (Full-Time) 
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Florida Gulf Coast University 

Division of Social Work 

MSW FIELD PLACEMENT TIME SHEET (Full-Time) 

 

STUDENT NAME: __________________________________ Foundation Year ____ Concentration Year ____  

 
Student is to keep a log of hours spent in Field Practicum for the entire placement.  Student’s hours are to be signed off 

WEEKLY.  At the end of the placement, this form should be signed by the Field Instructor and the student and submitted with 

the FINAL evaluation.  This information must be provided before a grade can be issued. 

 

Field I & II (SOW 6532 and SOW 6533) require a minimum of 500 hours.  Field III & IV (SOW 6535 and SOW 6537) require 

a minimum of 500 hours.  Each placement requires approximately 16 hours per week for 32 weeks in the agency.  

WK DATES HOURS F.I.  WK DATES HOURS F.I. 

1     17    

2     18    

3        19       

4        20       

5        21       

6        22       

7        23       

8        24       

9        25       

10        26       

11        27       

12        28       

13        29       

14        30       

15     31    

16     32    

Total Agency Hrs:__________                                                        ________________________________________________ 
                                                                                                           Field Instructor                                                   Date 

 

Date Rcvd: ______________                    ______ Initial: _     ___ 
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1.25.14  Field Placement Time Sheet (Part-time) 

______________________________________________ 
Student Signature                                                 Date                      
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Florida Gulf Coast University 

Division of Social Work 

MSW FIELD PLACEMENT TIME SHEET (Part-Time) 

 
STUDENT NAME: ________________________________ Foundation Year_____ Concentration Year_____  

 
Student is to keep a log of hours spent in Field Practicum for the entire placement.  Student’s hours are to be signed off 

WEEKLY.  At the end of the placement, this form should be signed by the Field Instructor and the student and submitted with 

the FINAL evaluation.  This information must be provided before a grade can be issued. 

 

Field IA, IB, & IC (SOW 6553, SOW 6554, and SOW 6555) require a minimum of 500 hours.  Field IIA, IIB, & IIC (SOW 

6556, SOW 6557, and SOW 6558) require a minimum of 500 hours.  Each placement requires approximately 12 hours per week 

for 44 weeks in the agency (12 weeks in the summer and 16 weeks both fall and spring).  

 

WK DATES HOURS F.I.  WK DATES HOURS F.I. 

1 
 
 

 
 

 

  17    

 
2     18    

3        19       

4        20       

5        21       

6        22       

7        23       

8        24       

9        25       

10        26       

11        27       

12        28       

13        29       

14        30       

15     31    

16     32    
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Total Agency Hrs:     

 

         

Field Instructor     Date 

 

         

Student Signature     Date 

 

WK DATES HOURS F.I.  WK DATES HOURS F.I. 

33     39    

34     40    

35     41    

36     42    

37     43    

38     44    

 

Date Rcvd: __________________                   __ Initial: _       ___ 
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1.25.15  Request for Social Work Letter of Field Placement  

Verification (for Intern Registration Application) 
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FLORIDA GULF COAST UNIVERSITY  
DIVISION OF SOCIAL WORK  

OFFICE OF GRADUATE FIELD EDUCATION 
 

REQUEST FOR SOCIAL WORK LETTER OF  

 
FOR  

 
 

Please, read the following instructions carefully: 
This document has been formatted to be completed electronically.   

 Use the TAB KEY or the ARROW KEYS to navigate from field to field (the shaded areas).   

 Use the SCROLL BAR to view the page.   

 Enter information requested in the shaded areas (area will expand to the length needed), 
check the appropriate box, or select your response from the drop down menu. 

 
When you have completely filled out the form, save it for your records, and submit via e-mail 
as an attachment, fax, or mail it USPS. 
 
The letter will be mailed directly to the FL Licensing Board within 2-4 weeks from receipt of 
this completed request (determined by date on the fax or email or, if sent via mail, by the 
received date stamped on the envelope).   
 
At the time the letter to the Board is sent, you will receive an email confirmation accompanied 
by an electronic copy of the actual letter.  If student wants a hard copy of the letter, submit 
your request via mail and include a self-addressed stamped envelope.  Send mail requests to:  

 
Dr. Amanda Evans 
College of Professional Studies 
Division of Social Work 
10501 FGCU BLVD South 
Fort Myers, FL 33965 

 
If faxing, send to: 239-590-7758 
 
If emailing, send to: aevans@fgcu.edu 
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REQUEST FOR SOCIAL WORK LETTER OF 

 

 

FIRST NAME:       LAST NAME:       MIDDLE INITIAL:   
 

Were you known by any other name, at any time when you were a student in the MSW 
Program?   YES   NO.  If yes, specify name(s):       

 
Is your name different NOW than when you were a student in the MSW Program?  

YES   NO.  If ñyes,ò specify name THEN:       
 
SOCIAL SECURITY NUMBER:     -    -      
 
FGCU UNIVERSITY IDENTIFICATION NUMBER (UIN):       
 
WHEN WERE YOU ADMITTED TO THE FGCU MSW PROGRAM? Select Year 

 
WHAT YEAR DID YOU GRADUATE FROM THE PROGRAM? Select Year If other, specify:       
 
WERE YOU ADMITTED INTO THE:  PART-TIME OR  FULL-TIME PROGRAM? 
 
WERE YOU ADMITTED AS ADVANCED STANDING?  YES   NO 

 
If yes, from what school/program did you receive your BSW?       
 
If yes, will you also need the Division to verify the specific baccalaureate level courses 
which were used to waive or exempt completion of similar courses at the graduate 
level?  YES   NO 

 
WERE YOU ADMITTED AS A TRANSFER STUDENT?  YES   NO 

 
If yes, specify program/school:     .  If yes, how many hours of field placement did 
you complete prior to transferring to FGCU?        

 
NOTE: FGCU can only verify waived courses, NOT field placement completed in another program.  Thus, student 

will need to contact their BSW and/or Transfer institution to request verification of field placement separately. 

 
Please, check all field courses successfully completed at FGCU:  

Full-Time Field Courses:  Field I  Field II  Field III  Field IV 

 

Part-Time Field Courses:  Field IA  Field IB  Field IC  

Field IIA  Field IIB  Field IIC 
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CURRENT MAILING ADDRESS:  
 

STREET       CITY       STATE       ZIP CODE       
 
EMAIL ADDRESS:       
 
PHONE NUMBER: (     )      -      
 
HAVE YOU SUBMITTED YOUR APPLICATION TO THE STATE?  

 
YES  NO IF YES, DATE SUBMITTED:       

IF NO, when are you planning to submit your application?       

ARE YOU REQUESTING A LETTER BE SENT TO A LICENSING BOARD IN A STATE OTHER 
THAN FL? 

 YES   NO IF YES, WHAT STATE?       

IF YES, PROVIDE THE COMPLETE ADDRESS WHERE THE LETTER MUST BE SENT:  
 
NAME OF LICENSING BOARD:       
 
STREET       CITY       STATE       ZIP CODE       
 
Please, provide any other information that will ensure that this letter reaches the 
appropriate destination:       

 
 
Electronic Signature (if submitting electronically): Check this box  and type in your full name 
here:       and Date:       
 
If faxing or mailing, sign and date traditionally in the space below: 
 
 
 Student Signature  Date 
 


