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RESPONSIBILITIES OF THE SCHOOL, 

AGENCY/LEA, AND STUDENT
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Responsibilities of the ISU Faculty Liaison
Responsibilities of the Field Instructor
Responsibilities of the Student
RESPONSIBILITIES OF THE SCHOOL OF SOCIAL WORK
· Providing practicum agencies/LEAs with the MSW Practicum Manual that describes the objectives, content, and policies and procedures of the field education program.
· Assisting the practicum agency/LEA in planning for and providing educationally-directed practica and being available for consultation whenever needed.

· Providing the learning objectives, instructions, and training for developing the student’s Integrated Practicum Learning Contract and Evaluation, and working cooperatively with students and field instructors to develop the contracts. (see FORM A).
· Providing orientation, training, and consultation to field instructors and other appropriate practicum agency staff about field education.

· Applying practicum eligibility criteria to assure adequately prepared and competent students for placement.

· Providing field agencies with information about each student's interests and experience. The student’s Application for Field Instruction (Form D) and resumé will be sent to the designated agency representative.

· Collaborating with practicum agencies on decisions about student placements. 
· Carrying final responsibility for the administration of the field education program, including decisions which will affect the progress of the student such as grades, credits, and field hours in the agency.
· Providing a designated member of the faculty to serve as faculty liaison for each student placement. 

· Establishing a policy and procedures to resolve student, field instructor, agency, and faculty liaison complaints (see FORM J and the School of Social Work Grievance Policy on the Schools website).

· Providing professional liability insurance to MSW students in the amount of $1,000,000 per occurrence (paid via ISU student fees). Illinois State University, its officers and employees are insured under The Illinois State University Self-Insurance Program for General Liability and other programs of self-insurance instituted by the Board of Trustees and the Illinois Department of Central Management Services. The Program covers civil liability of the Board, the University, and its employees and agents for bodily injury, personal injury, and damage to property resulting from occurrences in the conduct of University business.
· Verifying that students have health insurance coverage.
RESPONSIBILITIES OF THE PRACTICUM AGENCY/LEA
· Selecting field instructors who meet the CSWE accreditation criteria and can satisfactorily perform the responsibilities of a field instructor as described in the MSW Practicum Manual.
· Assuring that each field instructor has adequate time within his/her work schedule to: 
· Meet the educational needs of the student including orientation to the agency and its services; information about safety procedures applicable in the setting; developing practicum assignments that meet the practicum course objectives; helping the student develop and implement an Integrated Practicum Learning Contract and Evaluation, providing at least weekly individual supervision for each student, evaluating student performance.

· Meet with the faculty liaison at periodic intervals to discuss practicum assignments and student performance. 

· Initiate consultation with the faculty liaison should the student or the agency/LEA experience difficulties that may affect the placement 
· Attend field-related School-sponsored meetings, institutes, and seminars.

· Prepare practicum learning contracts and evaluations as required by the School.
· Providing a reasonable work space, supplies, and secretarial support for the 

     student.
· Providing for travel or reimbursement of travel required of students on behalf of clients or the agency.

· Immediately contacting the Director of Field Education if the approved field instructor leaves or is given another assignment that rules out providing field instruction. In case of a temporary absence of the field instructor, the agency/LEA should provide a satisfactory substitute and also inform the Director of Field Education. Should the field instructor depart for a position elsewhere, under no circumstances should the student “follow” the field instructor to the new site. 

Students are assigned to a specific agency, not to a specific field instructor. However, all field instructors must meet the School’s eligibility criteria and be approved by the Director of Field Instruction. All placement decisions must be made in consultation with the Director of Field Education.  

· Signing a Memorandum of Agreement with the Board of Trustees of Illinois State University on behalf of the School of Social Work to provide field education (FORM E).
RESPONSIBILITIES OF THE DIRECTOR OF FIELD EDUCATION
· Developing the field education curriculum

· Developing field agency/LEA sites.
· Working with field agencies to initiate, develop, and improve agency/LEA-based field education. 

· Approving field instructors.
· Orienting and training field instructors.
· Resolving problems affecting field learning.
· Serving as Chair of the Field Sequence Committee.
· Planning educational and appreciation events for field instructors.

· Evaluating and renewing all components of the field education program.

RESPONSIBILITIES OF THE ISU FACULTY LIAISON
· Meeting with the student and field instructor to develop the student’s Integrated Practicum Learning Contract and Evaluation, and to evaluate student progress. These meetings should take place near the beginning of the placement, at the end of SWK 498.01 Foundation Practicum, SWK 498.03 Advanced Practicum I, and SWK 498.04 Advanced Practicum II, and at any other times as needed. 

· Acting as the liaison between the student and the field instructor and agency/LEA.
· Evaluating student performance in the practicum and assigning grades for SWK 498.01, SWK 498. 03, and SWK 498.04 in collaboration with the field instructor and the student.
· Providing resources to the student, field instructor, and site that will enhance field instruction. (A field instructor may call on the faculty liaison to provide additional help or instruction to a student who needs it.)

· Informing and consulting with the Director of Field Education about field-related problems that may require intervention (see “Problem Solving during the Practicum” in Chapter 2). 
· Teaching the required Field Instruction Seminar for students. 
· Facilitating identification of practice issues and application in the practicum of knowledge, values, and skills acquired in classroom courses.
· Facilitating peer support, sharing, and analysis of practicum experiences.

· Grading all assignments required in SWK 422 Foundation Practicum Seminar, SWK 491 Advanced Practicum Seminar I, and SWK 492 Advanced Practicum Seminar II and assigning course grades (see course syllabi for more details) .

RESPONSIBILITIES OF THE FIELD INSTRUCTOR
Field supervisors are primarily responsible for educating student social workers to become professional practitioners. Education for professional practice requires knowledge and skill, planning and creativity. Field instruction requires: 
· Becoming familiar with the objectives, content, policies and procedures of the field education program and the MSW social work curriculum.

· Interviewing prospective students for field placements unless someone else in the agency is delegated to do so and providing feedback to the Director of Field Education about which students are acceptable.

· Preparing staff members in advance of the student's placement so they can assist the student as necessary with her/his practicum. 

· Orienting the student to the practicum including introduction to staff, facility, office procedures, information management systems, agency mission, funding, table of organization, service programs, client demographics, policies and procedures including safety guidelines, practice methods, agency’s/LEAs place in the social service network, etc. (See Form C)

· Collaborating with the student and the faculty liaison to develop the student’s Integrated Practicum Learning Contract and Evaluation based on the practicum course objectives and joint assessment of the student's learning needs. (See FORM A)

· Scheduling and holding weekly supervision sessions with the student and being available for ad hoc instruction and consultation. Supervision conferences should focus on the student's skill development and learning in addition to task completion.
· Providing the student with ongoing evaluation of his/her practice.

· Creating an atmosphere in which the student is free to explore and learn.

· Facilitating integration of practice methods with practice theory by identifying the theory and methods used and by teaching new practice methods and models required to perform specific assignments. Field instructors may assign readings, process recordings, or other learning assignments as needed.

· Being accessible to the student as a role model.

· Communicating as soon as possible, any concerns regarding the student’s performance to the faculty liaison. The field instructor can initiate the Practicum Improvement Plan process. (See FORM J)

· Completing the ratings and narrative evaluations of the student’s performance on as required by the School of Social Work. (See FORM A)
· Completing an evaluation of the field education program and the ISU faculty liaison (Form k).

· Attending field orientations, trainings, and other meetings of field instructors held by the School of Social Work.

· Submitting an application for an appointment as an adjunct faculty member in the School of Social Work, if such an appointment is desired. Appointment requires a master's degree and a formal application to the University. Interested field instructors should contact the Director of Field Education.
OFF-SITE AND ON-SITE FIELD INSTRUCTION 
Occasionally a student may be placed in an agency that is unable to provide on-site social work instruction and supervision. In such cases, the agency and the Director of Field Education will work together to locate an MSW social worker to provide off-site instruction and supervision. Although this person will be the official “field instructor”, the on-site, “task supervisor” also plays an essential part in the student’s preparation for professional practice. Students should have a clear understanding of the responsibilities of both as described below. 

Off-Site Field Instructor:

· Participates in developing the student’s Integrated Practicum Learning Contract and Evaluation with the student, on-site task supervisor, and faculty liaison.
· Assists the student in identifying the difference between the social work perspective and the perspectives of other professionals delivering social services.

· Assists the student in developing a professional social work identity.

· Models, discusses and identifies a social work approach to the assignments identified in the learning contract, such as person-in-environment perspective, “starting where the client is”, empowerment, etc.

· Assists the student in understanding the NASW Code of Ethics.

· Assists the student in identifying ethical dilemmas and using NASW Code of Ethics as a framework for resolving them.
· Assists the student in integrating theories and concepts learned in the classroom into the practicum assignments.

· Provides one hour of scheduled supervision per week and is available at other times via phone, e-mail, etc. to assist with social work related concerns.

· Evaluates the student’s performance on the assignments in the learning contract.

On-Site Task Supervisor:

· Participates with the student, field instructor, and faculty liaison in developing the student’s Integrated Practicum Learning Contract and Evaluation.
· Supervises, monitors, and evaluates the student’s performance on assignments.

· Assists the student in understanding the agency’s structure, mission, goals, and services.

· Assists the student in learning the agency’s policies and procedures.

· Identifies and provides resources within the agency to assist the student in completing the assignments specified in the learning contract.

· Assists the student in meeting the objectives specified in the learning contract.
· Assists the student in understanding the different professional approaches to problem solving.

· Assists the student in understanding the culture and political structure of the agency and professional relationships with colleagues and staff.

Off-Site Field Instructor and On-Site Task Supervisor:

· Both participate in developing the student’s Integrated Practicum Learning Contract and Evaluation.

· Both provide supervision on an ongoing basis, feedback to the student to facilitate the learning process, and written and oral evaluation of student performance.

· Both participate in the final evaluations for SWK 498.01, SWK 498.03, and SWK 498.04 and recommend grades for the courses.

· Both hold the student accountable for professional behavior and document and report any concerns to the faculty liaison.  

· Both participate in the School of Social Work’s field-related orientations, trainings, and meetings.

*Adapted from the University of Illinois, School of Social Work, Champaign, IL
RESPONSIBILITIES OF THE STUDENT
· Developing an Integrated Practicum Learning Contract and Evaluation for each practicum course with the field Instructor and faculty Liaison.
· Arranging and maintaining a schedule for practicum instruction and supervision.
· Recording completed practicum hours on the Cumulative Time Sheet (FORM L), having it signed by the field instructor, and turning it in to the ISU Faculty Liaison monthly.
· Satisfactorily completing all practicum assignments specified in the Integrated Practicum Learning Contract and Evaluation for each practicum course. 
· Participating in the evaluation of her/his performance in the practicum.
· Purchasing additional professional malpractice insurance if required by the agency/LEA.
· Providing proof of the required health insurance coverage provided either through the University or a private carrier (see “ADDITIONAL REQUIREMENTS” below).

· Planning for, attending, and actively participating in conferences with the field instructor and faculty liaison.
· Consulting the agency/LEA about safety and liability. Students transporting agency clients, in agency vehicles or in a student’s own vehicle, are advised to check the agency/LEA policy on the extent of automobile liability insurance required. The University provides no liability in such instances.

· Contacting the ISU Faculty Liaison if problems arise that need clarification and resolution. Students also can initiate the Practicum Improvement Plan (PIP) (FORM J).

· Completing an evaluation of the practicum agency/LEA and the field instructor at the end of each practicum course (Form M). The information is used in the ongoing development of practicum sites as well as in decisions about whether to continue affiliations with specific sites and instructors.
· Attending the required practicum seminar. A pattern of missed classes could result in a lowered grade or failing the course.

· Satisfactorily completing all practicum seminar requirements (see the SWK 422, SWK 491, and SWK 492 course syllabi for details). 

ADDITIONAL REQUIREMENTS FOR STUDENTS
Automobile/Driver’s License: Students are responsible for their own transportation to and from practicum and for their own automobile insurance. Most placements require that students have a valid driver’s license and access to a car. 
Agency/LEA Policies pertaining to reimbursement for travel, access to agency vehicles, and insurance coverage for students who are transporting agency clients should be made clear to students prior to placement. The School of Social Work accepts no liability for injury to students or their agency clients pursuant to transporting them.

Health Insurance: Students are required to have health insurance in the event of accidental injury or serious illness requiring hospitalization. Students who are not covered under the health insurance plan of a parent or spouse may purchase insurance through the University. Proof of coverage is the students’ responsibility and must be provided to the Director of the Field Education by completing the health insurance certification form prior to beginning practicum.

Special Requirements: Most agencies require students to undergo a criminal background check, fingerprinting, and/or CANTS clearance, as well as other additional requirements. Students desiring to complete a practicum in these agencies must comply with these requirements. Most agencies cover all or at least some portion of the costs. Students are expected to undergo all required screenings at their own expense if they are not covered by the agency. 
All Local Education Agency practica require that school social work students sign the MSW Assessment of Legal and Ethical Conduct form. The information the student enters on the form determines whether or not the school social work candidate is eligible for state certification and demonstrates ethical conduct in legal matters. 

School Social Work students also must complete the Notification of School Service Personnel Intern Eligibility Status available at http://www.isbe.net/certification/pdf/73-44_ssp_intern_status.pdf. 

TB Skin Test (PPD-S): Given the increasing prevalence of tuberculosis, students anticipating placement in a setting serving client populations with a higher than normal risk for TB should be tested prior to starting the placement. Some agencies may require and/or provide TB testing.

Blood-borne Pathogens/Hepatitis B: Some agencies/LEAs may require training in the handling of blood-borne pathogens before students begin working with clients. It is recommended that students participate in any training provided by the agency related to this subject. If a student anticipates working in a setting where there is a risk of exposure to blood-borne pathogens, a Hepatitis B vaccination may be required. This involves a series of three injections over a six-month period. The hepatitis vaccination series can be expensive with costs ranging from $95 to $150 depending on where the immunizations are provided. ISU Student Health Services provides the series of vaccinations at cost.  
For School Social Work Students Only- Passing The Basic Skills Exam: The Illinois State Board of Education requires all school personnel to pass a basic skills exam in reading, writing, and math. The Basic Skills Exam is given six times per year.  Prospective School Social Work Concentration students should go online to: http://www.icts.nesinc.com/ to take a diagnostic test and register for the exam.  Students must take the exam no later than the June prior to taking their advanced practicum courses.
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